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The following selections are referenced on the Family-Friendly Leave Policies Web Page.
Please click on the reference to go directly to that page:

“ Annual Leave, 7420.1 page 3-1

" Sick Leave, 7420.1 page 3-9

" Leave for Adoption, page 3-9

" Family Friendly Leave Act (FFLA), page 3-9

" Family Medical Leave Act (FMLA), page 3-13




Instructions

There are two main ways to navigate through this document:

(1) Menu Selections: To goimmediately to thefirst page of a chapter, click on the
chapter selectionslocated to the left of thispage. If the menu should ever
disappear, just click on the 3" button in to lower toolbar located above and it
will reappear. The 4™ button in the toolbar revealsthumbnail pictures of each
page which you may also use as a menuing system.

(2) Contents Page: Itemslisted in the contents page can beclicked on. You will
immediately be taken to your chosen page.

You will notice clickable items cause your mouse cursor to turn into a pointing
finger instead of an arrow. Thisisan indication that the selection can be clicked.

The lower toolbar located above contains selections for zooming in and out of a
page, previewing morethan one page at atime, printing 1 or more pages, etc. You
may also use selections from the upper toolbar and pull-down menus. The cursor
can also be used to move the page around the screen.



NEW TIME, LEAVE, AND PAY MANUAL APPROVED

On 9 March 1998, the new Time, Leave and Pay Manual, NAWCWPNS
Instruction 7420.1, was approved. Distribution of the new manual is expected to
occur sometime in April. (Due to the cost associated with printing of the manual,
copies will only be distributed down to the branch level. Departments wishing
extra copies must have them printed at their own expense.) The manual has
been updated to incorporate the various changes in the rules, regulations and
procedures in the areas of absence and leave, hours of work, premium pay,
payroll deductions, and timekeeping that have occurred since 1995. An
electronic version of the manual can be found at the CL Admin zone, Admin
Support server or the Human Resources Department
(http://hrdmugu.mugu.navy.mil/hrd) Web servers.

In addition to the changes that have occurred prior to the Time, Leave, and Pay
Manual being updated, there have recently been changes in the areas of
compensatory time off, Sunday Premium Pay, The Federal employee’s Family
Friendly Leave Act and the SF-71, Application for Leave. The following is a brief
description of the major changes that have occurred which result in a new way of
doing business.

Compensatory Time Off for Prevailing Rate (Wage) Employees

A new authority has been established which allows Trades and Labor (T&L) or
Wage Grade (WG) employees to request compensatory time off in lieu of
overtime payments of irregular or occasional overtime work. Previously, there
was no authority to give T&L or WG employees compensatory time off. The new
compensatory time off policy has been amended to allow T&L or WG employees
compensatory time off from their scheduled tours of duty in lieu of overtime
payments.

New compensatory Time Policy on the Accumulation and Use of
Compensatory Time

On 8 June 1997, the Office of the Assistant Secretary of Defense issued new
policy on the accumulation and timely use of compensatory time off. The new
compensatory time policy was issued to establish uniform limitations on the
accumulation and timely use of compensatory time off throughout the
Department of Defense. The policy will apply to all eligible employees including
those wage grade employees eligible to earn compensatory time.

The primary changes to the compensatory time policy are: (1) all compensatory
time earned on or after 8 June 1997, must be used within 26 pay periods or it will



be paid out at the overtime rate at which it was earned; (2) Compensatory time
earned before 8 June 1997, will be placed in an “old compensatory time”
account and thereafter will be charged only if the employee has insufficient
current compensatory time to cover the compensatory time off requested; (3)
wage grade employees may earn compensatory time; and (4) there will no
longer be a limit on the number of compensatory hours that can be earned per
year.

Implementation of the new policy was placed on hold to allow time for the
Defense Civilian Pay System (DCPS) to make the necessary modifications to
their system. These changes to the DCPS system are scheduled to be
implemented in the near future. Until DCPS is modified, the changes to the
compensatory time off policy will not go into effect and the old system will
continue to charge the oldest compensatory hours first when an employee uses
compensatory time.

When DCPS is modified there will no longer be any limitations on the maximum
number of hours of compensatory time an employee may accumulate before itis
paid out as overtime. However, all compensatory time earned on or after 8 June
1997 must be used by the end of the 26th pay period after that in which it was
earned or it will be paid out at the overtime rate at which it was earned.

With the DCPS modification there will be two separate compensatory time
accounts established. The first account will include all compensatory hours
earned prior to 7 June 1997. This account will be grandfathered and will only be
charged if an employee has insufficient current compensatory time to cover the
compensatory time off request. The grandfathered account will remain on the
books until it is used or the employee leaves government service. The second
account will be for current compensatory hours earned from 8 June 1997
forward.

Once the second compensatory hours earned account is established, the new
policy for use of compensatory time earned will begin and there will no longer be
any limitations on the maximum number of hours of compensatory time an
employee may accumulate before it is paid out as overtime. However, when the
compensatory time earned for the second account has aged 26 pay periods that
time will be paid out as overtime.

A new Compensatory Time Aging Report is being developed by the Defense
Finance and Accounting Service to inform managers of compensatory time that
will be paid out if not used within the next several pay periods. Additionally,
compensatory time balances will no longer be paid out when an employee
transfers to another DOD activity. These balances will be transferred with them.



As areminder, all non-exempt employees covered under the Fair Labor
Standards Act and Wage Grade employees must be given the option of being
paid overtime or earning compensatory time. The Overtime/Compensatory
Request form (NAWCWPNS 7410/3 (8-95) must be prepared showing the
election of either overtime or compensatory time. Exempt employees covered
under Title V must earn compensatory time unless preapproval is gained by the
Department Head.

Payment of Sunday Premium Pay

Section 636 of Public Law 105-61, enacted on October 10, 1997, implements a
permanent restriction on the payment of Sunday premium pay for all Federal
employees, including General Schedule and prevailing rate (wage) employees,
who are paid from appropriated funds and who do not actually perform work on
Sunday. This provision has the effect of prohibiting the payment of Sunday
premium pay to employees during any period when no work is performed,
including holidays and periods of paid leave, excused absence with pay,
compensatory time off, credit hours, or time off as an incentive or performance
award. Payment of Sunday premium pay had previously been paid during
periods of annual or sick leave based on a May 27, 1993, decision of the U.S.
Court of Appeals for the Federal Circuit in Armitage, et al. v. United States.

Use of Sick Leave for Family Care or Bereavement Purposes

On December 5, 1997, the Office of Personnel Management (OPM)
announced that regulations permitting the use of sick leave for family care or
bereavement purposes will remain in effect following the expiration of the
Federal employees’ Family Friendly Leave Act on December 21, 1997.

The Federal Employees Family Friendly Leave Act (Public Law 103-388,
October 22, 1994) (the Act) amended the law for a 3-year trial period to expand
the purposes for which sick leave may be used to include family care and
bereavement. Prior to the effective date of the Act, OPM issued final regulations
under its permanent regulatory authority to permit covered full-time employees to
use a total of up to 40 hours (5 workdays) of sick leave each year to (1) care for
a family member who is incapacitated as a result of physical or mental illness,
injury, pregnancy, or childbirth; (2) assist a family member who receives medical,
dental, or optical examination or treatment; or (3) make arrangements for or
attend the funeral of a family member. In addition, the regulations allow a
covered full-time employee who maintains a balance of at least 80 hours of sick
leave to use an additional 64 hours (8 workdays) of sick leave per year for these
purposes, bringing the total amount of sick leave available for family care or
bereavement purposes to a maximum of 104 hours (13 workdays) per year.

New SF-71, Request for Leave or Approved Absence



The Office of Personnel Management will be issuing a revised SF-71, Request
for Leave or Approved Absence (enclosed). This new version of SF-71 will
replace the older one with changes made to accommodate the various new
leave policies that have been established during the past few years.

Block #4 of the revised SF-71 indicates that "Care of family
member/bereavement . . ." is one of the purposes for which sick leave may be
requested. Sick leave used for these purposes does not constitute a separate
category of leave but has been incorporated into the form to remind employees
that the regulations limit the amount of sick leave that may be used for this
purpose (Covered full-time employees may use 40 hours of sick leave each
year. An additional 64 hours of sick leave per year may be used for those full-
time employees who maintain a balance of at least 80 hours of sick leave.)
Departments must continue to track the amount used by each employee in order
to ensure that these limits are not exceeded.

Block #4 “Other Paid Absence” is used for additional types of leave or approved
absence not already identified. Additional types of paid leave or approved
absence are authorized by law, including adjustment of work schedules for
religious observances, credit hours under flexible work schedules, home leave,
shore leave, absences in connection with funerals, court leave, military leave,
and leave for bone-marrow or organ donation

Block #5 has been added as a result of the Family and Medical Leave Act of
1993 (FMLA). The law and regulations require that an employee invoke his or
her entitlement to use leave without pay, annual leave, or sick leave under the
FMLA prior to using such leave. By checking block #5 at the time leave is
requested, an employee provides affirmative evidence that he or she has
invoked this entittement. Failure to check block #5 at the time leave is requested
on this form constitutes evidence that an employee has not invoked this
entittement. It should also be noted that the FMLA provides an entitlement to
leave for family care purposes only when such leave is used to care for a
spouse, son, daughter, or parent of the employee who has a serious health
condition.

Supplies of the new SF-71 will not be available for several months. Departments
wishing to use the electronic version of the new SF-71 may do so immediately by
reproducing forms available on the Office of Personnel Management
(http:/mwww.opm.gov/forms/index.htm) or Human Resources Department
(http://hrdmugu.mugu.navy.mil/hrd) Web servers.

Site Specific Changes

China Lake:



Leave Charges. The minimum leave charge for all leave except Absence
without leave (AWOL) and compensatory leave taken has been changed from
increments of one hour to increments of 15 minutes.

Application for Leave. Submission of an SF-71 will no longer be required for
each and every absence. The new procedures state that submission of an SF-
71 is not mandatory for absences of 3 days or less; however, leave approving
officials can require the use of an SF-71 for increments of 1 hour or more for
administrative purposes.

Requests for Advance Annual Leave . Employees requesting advance annual
leave will need to submit a written request to their Level 3* competency via their
immediate supervisor and chain of command.

Approval for Advanced Annual Leave . Only Level 3* or above competency
managers can authorize the advance of annual leave, in cases where the
employee has extenuating circumstances .

* The new Time, Leave, and Pay manual states only Level 2 competency
managers and above can authorize the advance annual leave. This is incorrect.
Itis Level 3 and above. Changes will be made to the manual.

Point Mugu:

Application for Leave. Absences from duty in excess of 3 consecutive days will
be supported by an Application for Leave (Standard Form 71). Previously all
sick absences in excess of 3 consecutive days and annual leave in excess of 5
consecutive workdays were supported by a SF-71.

Retention of Applications for Leave (SF-71). All original SF-71’s will be retained
by the organization that certifies time and attendance in support of leave taken.
Previously the SF-71 was forwarded to the Payroll Support Office.

For further information, please contact Peggy Topham at DSN 351-3323 or (805)
989-3323.



Reguestsfor Advanced Annual L eave: Employees requesting advance annual leave will need to submit
awritten request to their Level 3* competency viatheir immediate supervisor and chain of command.

Approval for Advanced Annual Leave: Only Level 3* or above competency managers can authorize the
advance of annual leave, in cases where the employee has extenuating circumstances. Full implementation
of that provision will take place beginning leave year 1999 to give employees ample time to plan their
leave.

* The new Time, Leave, and Pay manual states only Level 2 competency managers and above can
authorize the advance annual leave. Thisisincorrect. ItisLevel 3 and above. Changes will be made to
the manual.
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NAWCWPNS | NSTRUCTI ON 7420. 1
From Conmmander, Naval Air Warfare Center Wapons Divi sion
Subj : TI ME, LEAVE, AND PAY
Ref : (a) Departnent of Defense Financial Minagenent Regul ation,
Vol une 8

(b) Federal Enpl oyees Conpensati on Act (FECA)

(c) NAWCWPNSI NST 12620. 1, Conpressed Wrk Schedul e (CW5)
(d) Code of Federal Regul ations, Volunme 5, Parts 530, 531,
532, 534, 550, 551, 572, 581, 591, 610, and 630
(e) United States Code, Title 5 (Government O gani zation

and Enpl oyees), Sections 5343, 5541, 5542, 5544, 5545,
5546a, 5547, 5549, 6103(b), 6304 and 7100, Chapters 16,
) United States Code, Title 29 (FLSA), Sections 201-219
) Family Friendly Leave Act (FFLA) of Decenber 1994
) Title Il of Family and Medical Leave Act of 1993
(Public Law 103-3)
) Mlitary Selective Service Act, Section 9(g)
) Federal Personnel Manual (FPM Suppl erent 990- 2,
Book 50
(k) Defense Cvilain Pay System (DCPS) Users Manual
(1) SECNAVI NST 5212.5C, Navy and Marine Corps Records
Di sposi ti on Manual

Encl : (1) Tine, Leave, and Pay Manual

1. Purpose. To establish tinmekeeping and recordi ng of | abor dis-tribution
responsibilities and procedures at the Naval Air Warfare Center \Wapons

Di vi sion (NAWCWPNS) for the Defense Civilian Pay System (DCPS) according to
reference (a).

2. Cancel | ati on. COVPMICI NST 12630. 1B, NAVWPNCENI NST 7420. 2D, NAWCWPNSI NST
7410. 1.

3. Background. The West Coast consolidated payroll office for DCPS is the

Def ense Fi nance and Accounting Service, Denver,

Col orado. The consolidated payroll office has overall responsi- bility for
coordi nation and control of the payroll process and is primarily a payroll

cal culation, distribution, and reporting function. The |ocal Payroll Support
Ofice (PSSO, Code 7613000 E, of the Conptroller/Financial Managerment Departnent,
provi des “over-the-counter” I|iaison services.
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4. Responsibilities

a. Departnents are responsible for ensuring that each time-keeper has a
copy of this instruction and the manual included as enclosure (1) and that
the PSO is kept informed of the number of tinekeepers in each departnent.

b. Each ti mekeeper is responsible for maintaining an up-to-date copy of
encl osure (1).

5. Admi ni strative Managenent Controls. Policies and procedures represented
in this instruction will not hinder the users frominplenmenting a system of
adm ni strative managenent controls that is cost-effective, efficient,
effective, and tailored to their operations as long as all regulatory

requi renents and Command policies are foll owed.

6. Policy. This instruction contains regulations and procedural information
rel ated to absence and | eave, hours of work, prem um pay, payroll deductions,
and tinmekeeping. The provisions do not, however, represent all regulatory
material or exceptions related to any specific subject. NAWWNS w |l use
encl osure (1) as the condensed guidance for reporting Tine and Attendance
(T&A), cor-rections, certification, etc. To obtain additional assistance in
areas, not covered in enclosure (1), contact your personnel man-agenent

advi sor or the PSO

7. For s

a. SF-71, Request for Leave or Approved Absence, can be ordered through
Sup-R-Mart at China Lake. It is also available on the CL MAINSI TE (Appl e
Tal k Zone), 72D Dept Server, ADM N SUPPCRT vol ume at China Lake and on the
NAWCWPNS | nt er net Wbsite.

b. SF-52, Request for Personnel Action and (OP) NAWCWNS CL 12200/5 ( 3-
94), Request for Personnel Action (NAWCWPNS overprint) can be ordered through
Sup- R-Mart at Chi na Lake.

c. NAWCWPNS 7420/ 1 (1-94), NAWCWPNS Ti nesheet; NAWCWPNS 7420/ 2 (11-92),
NAWCWPNS Ti mesheet - Suppl ement al Report; NAWWNS 7420/ 3 (8-93), Work
Schedul e Change; NAWCWPNS 7410/ 3 (8-95), Overtinme Request and Authorization
NAWCWPNS 12300/ 1 (2-98), Installation Check-Qut Record; NAVCOWT 2282,
Overtime/ Conpensatory Time Request and Aut horization; NAWWPNS 5402/1 (5-95),
Del egati on of Authority and NAWOWPNS CL 7400/ 6 Payroll Authorization and
Signature Record are available on the CL MAINSI TE (Appl e Tal k Zone), 72D Dept
Server, ADM N SUPPCRT vol une at Chi na Lake and on t he NAWCWPNS I nt er net
Website.

8. Directive Responsibility. The Head, Conptroller/Financial Managenent
Department, Code 760000D, is responsible for keeping this instruction
current.
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GLOSSARY OF ACRONYMS/ ABBREVI ATI ONS
AWDL - Absent Wthout Leave
AW5 - Alternate Wrk Schedul e
COP - Continuations of Pay
CW5 - Conpressed Wrk Schedul e
DCPS - Defense Gvilian Pay System
DEFAS - Defense Finance and Accounting
DEMD - Denonstration Project
DOD - Departnent of Defense
DON - Departnent of the Navy
ER/ LR - Enpl oyee Rel ations/Labor Rel ations
FECA - Federal Enpl oyees Conpensation Act
FFLA - Family Friendly Leave Act
FLSA - Fair Labor Standards Act
FMLA - Family and Medical Leave Act
FPM - Federal Personnel manual
GAO - CGovernnent Accounting Ofice
GS - Ceneral Schedul e
HRD - Human Resources Depart nment
| G - Inspector Ceneral
JON - Job Order Nunber
LWOP - Leave Wthout Pay
M F - Monday through Friday
MER - Master Enpl oyee Record
MAR - Moral, Welfare and Recreation
NAWCWPNS - Naval Air Warfare Center Wapons Divi sion

ONCP - Ofice of Wrker’s Conpensati on Prograns
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GLOSSARY OF ACRONYMsS/ ABBREVI ATI ONS ( Conti nued)
OPM - O fice of Personnel Managemnent
PCA - Part-Time Career Act
PMA - Personnel Managenent Advi sor
PSO - Payroll Support Ofice
SES - Senior Executive Service
T&A - Tinme and Attendance
T&L - Trade and Labor

Taper - tenporary appoi ntment pendi ng establishment of a
register

Title 5 - United States Code, Title 5
Title 29 - United States Code, Title 29
TDY - Tenporary Duty

UC- Unit Identification Code

WAE - when-actual | y-enpl oyed

W5 - Wage G ade

G2
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CHAPTER 1
GENERAL | NFORMATI ON

1. Time and Attendance (T&A) Reporting. T&A data will be entered by the

ti mekeeper into the electronic timecard, if applicable, or by submitting
Naval Air Warfare Center Wapons Division (NAWOWPNS) 7420/ 1, NAWCWPNS

Ti mesheet to the Payroll Support Ofice (PSO for further processing. This
bi weekly timesheet is the official docunent for recording of enployee tine
and attendance (T&A) and nust be prepared in indelible black or blue ink
only. Because the Defense Civilian Pay System (DCPS) is an “exception based”
system the tinekeeper will enter only exceptions to the work schedul e data
(whi ch could also include a standing job order nunber (JON)); DCPS will
assune that the remaining hours of the work schedul e were worked and that the
standing JON is chargeable. |If the enployee is not on a set schedule (e.g.
first 40), all hours worked are “exceptions” and the tinmekeeper nust clock in
all hours of work and enter the amount of hours beside the appropriate JON

2. Corrections and Additions. Tinekeepers may nmake corrections and
additions to previously submtted timesheets by subm tti ng NAWOWPNS 7420/ 2,
NAWCWPNS Ti mesheet - Suppl enental Report. Enter the date for the corrected
or supplenental entry. The NAWCWPNS 7420/ 2 can al so be used to submt T&A
for new enpl oyees who are not in the system Ensure that pertinent enpl oyee
data such as enpl oyee nunber, social security nunber, enployee nanme, work
center, pay period ending date, and work schedule information is in the
proper bl ocks.

NOTE: For new enpl oyees, a NAWCWPNS 7420/ 3, Work Schedul e Change mnust
acconpany the NAWCWPNS 7402/ 2.

3. Enpl oyee Wrk Schedul e. The enpl oyee work schedule is an essential part
of the master enployee record (MER). The work schedule record is a
controlling factor in pay calculations. The data elenents in the work
schedul e determ ne pay entitlenents such as prem um pays (e.g., 2nd and 3rd
shift pay, night differential, and Sunday pay) and proper paynent for
overtine call back, overtime, Fair Labor Standards Act (FLSA), etc. The work
schedul e nust be kept current and correct. NAWWPNS 7420/3 can be submtted
to the PSO

4. Requests for Advanced Leave. The policy and procedures for requesting
advanced sick or annual |eave are contained in Chapter 3 of this manual. The
supervi sor and Level 3 conmpetency |ead nust review the request and ensure
that all proper supporting docunments have been obtained before submtting to
PSO for processing.

5. Speci al Paynments. A “special pay” can be requested by an enpl oyee whose
regul ar sal ary was underpaid. The request nust be

submtted to PSO as soon as the error is found. The guideline for

maki ng a “special pay” is that the enpl oyee nust have received | ess than 90
percent of his or her regular biweekly pay and all owance. The enpl oyee wil |
normal ly receive special pay within 3 work days of notification to PSO

6. Overtine and Conpensatory Tinme. The person nmaking the request for
overtime or conpensatory tinme nust submt NAWCWNS 7410/ 3, Overtime Request
and Aut horization for approval. The requester nmust be at |east one |eve
above the enployee. Reference (a), Departnent of Defense Financia
Managenment Regual tion, Volune 8, requires that witten approval nust be

1-1
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obt ai ned before working overtine/conpensatory tine. The Level 4 conpetency
lead will maintain the NAWCWPNS 7410/ 3. Supervisors will not approve their
own overtime/conpensatory tinme. Approved overtine/ conpensatory tine
increments consist of no |less than 15 minutes and are recorded with the
proper overtine/conpensatory tine type code.

7. Overtime/ Conpensatory Tinme While on Tenporary Duty (TDY)

a. Current Tinesheet Period. Authorized overtine/conpensatory tine
performed by an enpl oyee while on TDY for a period covered by a timesheet
that has not yet been submitted is recorded on the tinesheet in the nornma
manner. The appropriate authentication entry for overtinme/conpensatory tinme
worked is required for all such entries.

b. Prior Tinesheet Period. Authorized overtine/conpensatory tine
performed during the TDY period and not recorded on the tinmesheet will be
recorded on a NAWCWPNS 7420/ 2 when the enpl oyee returns to the permanent duty
station.

8. Cal | back Overti ne/ Conpensatory Tine. Record the actual tinme worked on a
cal Il back on the timesheet. M nimm pay for callback overtine (2 hours) is
cal cul ated by DCPS. The payroll systemallows only one JON for the first 2
hour s.

9. Hol i days, Holiday Wrk, and Holiday Pay. An enployee who perfornms work
on a holiday, designated by Federal statute or Executive Order, is entitled
to pay at the basic pay rate, plus premumpay at a rate equal to the basic
pay for work that is not nore than the enpl oyee’s regul ar schedule. Wrk

out side the regular schedule is overtine work on a holiday at the sane rate
as for overtinme on other work days. An enployee who is assigned to duty on a
holiday is entitled to at |least 2 hours of holiday work. No conpensatory
time can be worked on a holiday unless it is before or after the regular work
schedul e.

10. Traumatic Injury Leave. Traumatic injury leave is the continuation of an
enpl oyee’ s regular pay with no charge to sick or annual leave. It is

provi ded for the enpl oyee who incurs an on-the-job injury and cannot return
to regular work or |ight duty.

The injured enpl oyee could be entitled to a maxi num of 45 cal endar days. |If
the enpl oyee does not return to work after 45 days due

to the injury, he or she can file for sick | eave, annual |eave,

or |eave w thout pay and a claimfor conpensation under the

Federal Enpl oyee’s Conmpensation Act (FECA). Approval by the Human Resources
Departnment (HRD) is required before using traumatic injury type codes on a
ti mesheet.
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CHAPTER 2
HOURS OF WORK

(Ref: Departnent of Defense Financial Mnagenent Regul ation, Volune 8 and
United States Code, Title 5, Chapter 61)

1. CGeneral Provisions

a. Basic Wrk Schedule. Per reference (c), NAWWPNSI NST 12620. 1,
Conpressed Wrk Schedul e, NAWCWPNS has adopted a conpressed work schedul e
(CW5), (5-4/9) for a basic work schedule. The 5-4/9 work schedul e consists
of eight 9-hour workdays and one 8-hour workday to fulfill the 80-hour per
bi weekly pay period work requirement. This schedul e provides for one
additional day off (payday Friday) in each biweekly pay period. Each
bi weekly pay period is conposed of one 36-hour workweek and one 44-hour
wor kweek as foll ows:

TOTAL
WEEK S MT WT F S HOURS
1 X 9 9 9 9 X X 36
2 X 9 9 9 9 8 X 44
Pay 80
Peri od

(1) Basic Wrkday. Al NAWWNS enpl oyees work a fixed work
schedule with the same hours of work for each schedul ed 8- or 9-hour workday.
Subj ect to supervisory approval, enployees will select a fixed daily starting
time of 0600, 0630, 0645, 0700, 0715, 0730, 0745, or 0800. The |unch period
consi sts of 1 hour schedul ed between 1100 and 1300. All enpl oyees nust be
schedul ed to work during the basic core hour tinmes of 0800 to
1100 and 1300 to 1600.

(2) Breaks in Wrking Hours. Breaks in working hours of nore than 1
hour will not be scheduled in any basic workday except when it is determ ned
that the organization would be seriously handi capped in carrying out its
functions or that costs would be substantially increased. Consult the
appropriate personnel man-agenent advisor (PMA) before inplenmenting any break
in working hours of nore than 1 hour

b. Exceptions to Basic Wrk Schedule. Al enployees will work
a COW5 (5-4/9) as the basic workweek. Organizational exceptions to the basic
wor kweek must be based on workl oad or customer requirenments, cost
consi derations, or unique organi zational requirenments. |ndividual persona
hardshi p exceptions to the basic work schedul e are not authorized; however,
exceptions to the basic workday for |unch/core hour requirenments are
aut hori zed.

(1) O gani zati onal Exceptions. Alternate work schedul es other than
the basic 5-4/9 work schedul e can be authorized to neet organizationa
requi renents. Level 2 conpetency managers should consult with their PNVA
regarding the availability of optional work schedul es. Requests for
organi zati onal exceptions to the basic 5-4/9 schedul e, including exceptions
to the core hour and |unch period requirenents, nust be based on workl oad,
customer requirements, or cost and can be approved only by the Level 1
conpetency director. Requests should include a description of the proposed
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work schedule, a list of affected enpl oyees, and a brief discus- sion of the
benefits derived fromgranting exceptions to the basic CW5. Forward requests
for organi zational exceptions for approval through the normal chain of
command, via the Enployee Rel ations/ Labor Relations (ER'LR) Team of the HRD
Code 731000D) E.

(2) Individual Exceptions. Level 2 conpetency managers can approve
i ndi vi dual personal hardship exceptions to the basic core
hour tines and 1-hour lunch requirenment of the CW when the
requested schedul e does not place undue hardship on the
organi zation. The enpl oyee nust describe the avail able options pursued
before submitting the hardship request. The request is subnmitted to the
enpl oyee’ s Level 2 conpetency manager via the normal chain of command.
Approval of exceptions nmust docunent what condition(s) the exception is based
on and the Iimts on the duration of the exception. Exceptions are approved
only in situations involving legitinmate child/elder care needs, after hours
educati onal needs, volunteer conmunity service, car pool arrangenents, and
recurring nmedical treatnent.

c. Changi ng Wor kweeks and Shift Hours

(1) Individual or group changes of the shift hours or
wor kdays are nade as required to nmeet new operational requirements or to
obtain nore effective use of labor. Witten notices of any changes of an
enpl oyee' s schedul ed wor kdays or shift hours nmust be furnished to affected
enpl oyees at |east 7 cal endar days before the effective date of the change.
Exceptions to the advance notice are nmade under the follow ng conditions:

(a) Mnimze or elimnate the possibility or probability of
threatened danage to |ife or property due to accidents, disasters, or
deteriorating weather conditions.

(b) Permit performance of service functions required to neet
unanti ci pated needs of operating aircraft or fleet units.

(c) Performrequired receiving or shipping functions for materia
and suppl i es.

(d) Meet unpredicted requirenents due to changes in test
operati ons.

(e) Perform energency naintenance and repair of danmmge to
facilities or equipnent.

(2) Supervisors should note the specific requirenents of individua
negoti ated agreenents before any tour of duty change. Additionally, they
shoul d make every attenpt to explain to individual enployees the reasons
for changes in work schedul es.

2. Wor k Schedul e CGui del i nes

a. Supervisors should keep inforned as to the attendance or absence of
their enpl oyees for whomthey are responsible so that their timecard
certifications are nmeaningful. To conply with reference (d), Code of Federa
Regul ati ons, Volunme 5, Part 610.404, which requires "affirmative evi dence"

t hat each enpl oyee subject to an alternate work schedul e has worked the
proper nunber of hours in a pay period, supervisors will fromtine-to-tine
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verify the accuracy of the tinekeeping records by nonitoring the attendance
of enployees. This is especially inportant where potential for fraud could
exi st such as in instances where the enployee is assigned to renote | ocations
separate fromthat of the supervisor or tinmekeeper. Supervisors wll

docunent that these nonitoring events (e.g., tel ephone verification of
attendance) have occurred and keep such records in the office's T&A files.

3. Overtine/ Conpensatory Tinme

a. Per reference (e), United States Code, Title 5 (Title 5) and reference
(f), United States Code, Title 29 (FLSA), overtime/conpensatory time in lieu
of overtine is granted to civilian enpl oyees who performwork in excess of:

1. The specified hours of the basic schedule for that day (usually 9
hours) .

2. The specified hours of the basic schedule for that week.
3. Eighty (80) hours in a biweekly pay peri od.

b. In the case of a part-tine enployee on a CW5, overtinme pay will begin
to be paid after the same nunber of hours of work after which a full-tinme
enpl oyee on a simlar schedul e would begin to receive overtinme pay.

4. Hol i days

a. Cbservance. The observance of a holiday consists of closing the
activity for that day and excusing the enployees fromwork w thout charge to
| eave or |oss of pay, except for the m ni num nunber of enpl oyees necessary to
provi de essential services.

b. Federal Holidays. The follow ng (and any other day designated a
hol i day by Federal statute or executive order) are treated as holidays for
pur poses of pay and | eave for Federal enpl oyees:

New Year' s Day 1 January

Martin Luther King, Jr. Day Third Monday in January
Presi dent’ s Day Third Monday in February
Menori al Day Last Monday in My

| ndependence Day 4 July

Labor Day First Monday in Septenber
Col unbus Day Second Monday in Cctober
Vet eran’ s Day 11 Novenber

Thanksgi vi ng Day Fourt h Thursday in Novenber
Chri st mas Day 25 Decenber

c. Day of Observance for a Holiday

(1) When a holiday falls on an enpl oyee's regul arly schedul ed
wor kday, that workday is the enployee's holiday. An enployee is entitled to
receive no nore than 8 hours of basic pay for that holiday. An enployee's 8-
hour workday during that pay period will be shifted to fall on the holiday
and the renai ni ng workdays within the pay period are 9-hours.

(2) When the holiday falls on a day that is one of nbre than two
consecutive nonworkdays (e.g., holiday falls on enployee's Flex-Friday when
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t he enpl oyee's normal nonwor kdays are Saturday and Sunday), the holiday is
taken on the nearest schedul ed workday to the day of the holiday. If the
day of the holiday falls in the mddle of the nonworkdays, the day of the
holiday is the regularly schedul ed workday after the holiday.

(3) The only holidays that could fall under the "in lieu of" holiday
status are: New Year's Day, |Independence Day, Veterans Day, or Christmas
Day.

(4) Part-time enployees are not covered under reference (e), Section
6103(b) and Executive Order 11582, which authorize designated "in lieu of"
hol i days for full-tinme enpl oyees. However, agencies can grant adm nistrative
| eave to part-time enployees for such holidays. The NAWCWNS policy is that
part-tine enployees will be granted adm nistrative |eave for "in lieu of"
hol i days to cover the schedul ed nunmber of hours they woul d have worked if the
day had not been designated an "in lieu of" holiday.

5. Tr avel

a. Policy. Supervisors and adm nistrators will take necessary action to
ensure that, by proper scheduling and adm ni strative planning, events that
can be schedul ed or controlled adnm nistratively are scheduled to avoid the
need for enployees to travel on their own tine.

b. Changes in Wrk Schedul e Due to Travel and Training. Supervisors and
subordinates will determne the appropriate work schedul e i n advance of a
subordi nateis schedul ed travel or train-ing. Generally, personnel will work
the schedul e of the tenporary duty (TDY) station or training facility. An
enpl oyee can remain on his or her CA5 only if he or she can work the tota
hours required for the day and the travel or training does not include a CW\s
day off. |If the scheduled travel or training includes a CWs day off, the
i ndi vi dual nust work a basic workweek schedul e (Monday - Friday (MF), 8
hours a day). Wen changed to a basic workweek (MF, 8 hours a day), the
enpl oyee will remain on that work schedule for the entire pay period(s) while
in a travel or training status.

c. Oficial Travel Status. An enployee is in an official travel status
when travel is perforned according to orders issued by a duly constituted
authority. The time required to travel by common carrier over the shortest
travel ed route, including incidental waiting time and delay en route over
which the traveler has no control, is the basis on which travel tinme is
credited. Wen the travel er chooses an indirect route or a slower neans of
trans-portation, or incurs delays over which the traveler has control, the
additional time is charged as |eave within the basic workweek in which it
occurs. This determination is a direct responsibility of the supervisor
certifying the travel and TDY assignment involved. |n general, travel tine
and | eave charges on the tinesheet should conformto the rei nbursabl e per
di em al | owance allowed in the traveler's travel voucher.

d. Travel Involving TDY Awvay From O ficial Duty Station. Reference (e) is
used to deterni ne whether tine spent by exenpt enployees in a travel status
is considered "hours worked."” Nonexenmpt enployees get the benefit of either
referance (e) or reference (f), whichever is greater

(1) United States Code, Title 5. Under reference (e), tinme spent by
any enployee in a travel status away fromhis or her official duty station is
consi dered hours of work when:
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(a) Time spent is within the days and hours of the
adm ni strative workweek of the enployee, including regularly
schedul ed overtinme hours.

(b) Travel involves the performance of work while
traveling (normally, this does not include driving a car); is incidental to
travel that involves the performance of work while traveling (e.g., a truck
driver riding in a truck to a destination to pick up another truck and
driving it back to his or her original duty station); is carried out under
arduous conditions (e.g., an enployee traveling to a forest fire by foot, on
horseback, or in the back of a truck over rough terrain); or results froman
event that could not be schedul ed and controlled adm nistratively (e.g., an
enpl oyee traveling to attend a training course put on
by a private institution, not specifically for the Governnment). Al though
tine in a travel status away froman enployee's official duty station could
neet these conditions for being considered as hours of work, it is not
conpensabl e as overtinme unless travel outside regularly schedul ed duty hours
is officially ordered or approved.

(2) United States Code, Title 29 (Fair Labor Standards Act (FLSA)).
In addition to the above, reference (f) also considers any tine spent outside
the regul ar work hours by nonexenpt enpl oyees as hours of work:

(a) Wrk Perforned Wiile Traveling. Any tinme during which a
nonexenpt enployee is required to performwrk (witing a report, preparing a
presentation, etc.) while traveling is counted as hours worked. In addition
an enpl oyee covered by the FLSA who is required to drive a vehicle (private
or Governnent), pilot an aircraft, or pilot a boat to a given destination at
the request or on behalf of the enployer is also considered to be working
while traveling, and is counted as hours worked. For exanple, under FLSA, if
a nonexenpt enployee is sent to San Diego on travel and the enployee drives a
vehicle, the driving time is considered to be hours worked.

(b) Travel as a Passenger on a 1-Day Assignnent. Travel as a
passenger to and returning froma TDY station during the same day is
consi dered part of the enployee's principal duties for that particul ar day;
and as such the travel time is considered to be working tine.

(c) Travel as a Passenger That Keeps a Nonexenpt Enpl oyee Away
fromOficial Duty Station Overnight. Wen a non-exenpt enployee travels as
a passenger to a TDY station and is required to stay overnight or |onger
only the time spent traveling during regular working hours is considered
hours of work. The same rule applies for travel during normal working hours
on nonwor kdays as well as regul ar workdays. However, tinme spent traveling as
a passenger that occurs outside of regular working hours (and outside of
correspondi ng hours on nonwor kdays) is not considered hours of work if the
travel keeps the enpl oyee away fromthe official duty station overnight and
t he enpl oyee does not performwork while traveling. For exanple, an
enpl oyee, whose nornmal tour of duty is 0700 to 1700, Monday through Friday,
travel s as a passenger on an overnight trip to San D ego on Friday and
returns Saturday. Only the tinme spent traveling during the normal working
hours on both Friday and Saturday are counted as hours worked.
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OVERTI ME (OT) ELIGABILITY DURI NG TRAVEL DAYS

The followi ng applies only on the days of travel
nonwor k hours to a DOD controlled activity.*

determ ne overti ne:

during nonwor k- days or
Use the following matrix to

During Regul ar Shift Hours

Qut si de Regul ar Shift Hours

NO

EXEMPT
EMPLOYEES

YES

NONEXEMPT
EMPLOYEES

Door -t o- Door
Door -t o- Shi ft
Shi ft-to-Door
(whi chever is
greater)

NO

The followi ng applies only on the days of travel,
nonwor k hours to a Non-DOD controlled activity.*

determ ne overti ne:

during nonwor k- days or
Use the following matrix to

During Regul ar Shift Hours

Qut si de Regul ar Shift Hours

Act ual
only,

EXEMPT
EMPLOYEES

YES

flight time
pl us travel
to or fromairport
or destination if
each trip exceeds
1 hour.

YES
Actual flight tinme
only, plus travel
to or from airport
or destination if
each trip exceeds
1 hour.

NONEXEMPT
EMPLOYEES

YES
Door -t o- Door

oR
Actual flight tinme
only, plus travel

to or from airport
or destination if
each trip exceeds
1 hour.

YES
Actual flight tinme
only, plus travel
to or from airport
or destination if
each trip exceeds
1 hour.

*DOD Controlled - training courses,
DOD.

conf erences, etc.
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CHAPTER 3

ABSENCE AND LEAVE
(Ref: Departnent of Defense Financial Mnagenent Regul ation, Volune 8 and
United States Code, Title 5, Chapter 63)

1. I nt roducti on

a. Ceneral. Periods of absence and | eave are sanctioned by statute to
al | ow enpl oyees periods of extended | eave for rest and relaxation and to
provide tine off for personal and energency purposes. However, many
di sciplinary actions and grievances arise from absence and | eave situations.
Most of these problens result fromthe failure to: (a) plan and schedul e
| eave in advance; and (b) request and approve | eave according to established
procedures. Through sound managerial judgrment, good planning, and active
cooperati on between supervisors and enpl oyees, |eave can be requested and
approved to neet individual enployee needs while nmeeting specific
organi zati onal workload requirenents. Supervisors are encouraged to contact
their conpetency PMA for advice and assistance to resolve attendance and
| eave rel ated problens.

b. Leave Charges. Leave can be charged for absences during the regular
schedul ed hours (not overtine hours) of the schedul ed workweek. Leave is
charged in increnments of 15 minutes. Leave cannot be conbined on parts of 2
cal endar days to provide for a mninumgrant of |eave. Enployees are charged
for the exact ampunt of tine for absences wi thout | eave (AWDL) or
conpensatory | eave taken.

c. Application for Leave. Submission of an SF-71, Request for Leave or
Approved Absence is not mandatory for absences of 3 days or |ess; however,
| eave approving officials can require the use of an SF-71 for increnments of 1
hour or nore for administrative purposes. Regardless of what procedure is
used, approving officials should ensure the request and approval of |eave is
consistent within the organization. Al original SF-71's are retai ned by the
organi zation that certified T&A in support of |eave taken, for a period of 3
years or until audited by the Governnment Accounting O fice (GAO, whichever
is earlier.

2.  Annual Leave

a. Ceneral Policy

(1) Annual leave, including leave that will accrue to an enpl oyee
during the year, can be granted at any tinme of the year, at the request of
t he enpl oyee and on approval of the supervisor. Al though annual |eave is
provided as a benefit by |aw and accrues automatical |y, nmanagenent has the
primary responsibility to determ ne when and the extent to whi ch annua
| eave is granted. GCenerally, this decision is nmade according to the needs
of the organization rather than solely on the desires of the enpl oyee.
Bot h enpl oyees and supervi sors shoul d consi der the schedul ed workl oad as wel |
as individual enployee preference when planning | eave.

(2) Nornmally, enployees should request annual |eave well
in advance of the requested tinme off. Enployees shoul d request annual |eave
for vacation purposes early in the cal endar year and supervisors should
establ i sh schedul es of approved | eave as soon as possible. |n sone
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i nstances, deadlines for establishing | eave schedul es were determ ned by
negoti at ed agreenment between the Command and | abor organi zati ons.

To the extent permitted by workl oad requirenents, managenent will plan to
al | ow each enpl oyee annually an extended period for rest and rel axation
Enpl oyees are responsi ble for cooperating with nmanagenment in scheduling
vacation periods and in requesting | eave during periods when their services
can best be spared.

(3) Supervisors can grant |eave on an unpl anned basi s when, because
of emergency or unforeseen circunstances, |eave cannot be approved in advance
(see paragraph 2b, Unpl anned Absences).

b. Unpl anned Absences

(1) When due to an unforeseen energency, an enpl oyee needs to use
| eave that was not previously requested and approved, the enployee is
responsi ble for notifying his or her supervisor to report the absence and to
request leave. Normally, notification is made by the schedul ed start of the
enpl oyees shift, but no later than 1 hour after. |If the supervisor is not
avail abl e, the enployee will informthe acting supervisor or officially
desi g-nated point of contact that he or she is requesting | eave and the
reason for the request.

(2) The supervisor determ nes whether to approve or dis-
approve an enpl oyeeis request for unplanned | eave. There is no automatic
entitlenent to | eave on the sole basis that unforeseen circunstances, in the
enpl oyeei s opi nion, require absence fromduty. However, in genuine
emer genci es, such as serious accident or illness or death in the enpl oyeeis
i medi ate fam |y, the supervisor should give special consideration to the
enpl oyee' s request and the need to enforce | eave reporting requirenents.
Mer e unforeseen circunstances, such as transportation difficulties
or ordinary illness of the enployee or nenbers of the imediate famly, etc.,
do not justify the failure of the enployee to notify the supervisor pronptly
of an absence.

(3) An enployee who fails to report his or her unplanned absence as
requi red or for whomleave is not approved is placed
in an AWDL status. The supervisor should make an inquiry into
such absences and based on the results could substitute appropriate |eave
for the AWDL status. |If the AWDL status is not changed or the supervisor
determ nes that the enployee failed to follow established reporting
requi renents, the enpl oyee could be subject to disciplinary action; AWDL is
not initself a disciplinary action. The supervisor should contact the
conpetency PMA to seek gui dance and assistance in these matters.

c. Accrual and Credit

(1) For the purposes of crediting | eave, an enpl oyee is considered
to have been enployed for a full biweekly pay period if enployed during such
period on all days that fall within his or her basic adm nistrative workweek,
excl usi ve of holidays and non-workdays. Leave will accrue to an enpl oyee
while the enployee is in a pay status. Annual |eave accrues and is credited
as foll ows:

(a) Full-Tine Enpl oyees
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 Less than 3 years of * 4 hours for each ful
Federal service bi weekly pay period
e 3 years, but less than * 6 hours for each ful
15 years of Federal bi weekly pay period, except
service that the accrual for the |ast

full biweekly pay period in
the cal endar year is 10

hour s
« 15 or nore years of « 8 hours for each ful
Federal service bi weekly pay period

(b) Part-Tine Enpl oyees. Part-time enpl oyees who have a
regul arly schedul ed tour of duty on one or nore workdays during each
adm ni strative workweek in a biweekly pay period are credited with annua
| eave as foll ows:

 Less than 3 years of * 1 hour for each 20 hours in
Federal service a pay status
« 3 years, but less than * 1 hour for each 13 hours in
15 years of Federal a pay status
service
« 15 or nore years of * 1 hour for each 10 hours in
Federal service a pay status

(2) Change in Rate of Annual Leave Accrual. Any change in the rate
of annual |eave accrual will take effect as of the beginning of the pay
period followi ng the pay period in which the enpl oyee conpletes the
prescribed period of service.

(3) Maxi mum Accumul ati on. I n nost cases, enployees are entitled to
accunul ate annual |eave up to a maxi mum of 240 hours at the end of the pay
period in which the |ast day of the cal endar year falls. |In some cases,

enpl oyees serving outside the United States can accumul ate up to 360 hours of
annual |eave. Senior Executive Service (SES) enployees are not limted to
t he anount of annual |eave they can accumul ate.

d. Advanced Annual Leave

(1) Requirenment for Advanci ng Annual Leave. Level 2 com petency
managers can authorize the advance of annual |eave, which will be earned
during the bal ance of the | eave year, in cases where the enpl oyee has
extenuating circunstances. An advance of annual |eave is granted only for
t he nunber of hours an enployee will accrue for the remainder of the | eave
year. Wien it is known or reasonably assured that an enployee is to be
separated or retired during the year, advanced | eave cannot exceed the anount
that will accrue before the anticipated separation or retirement. Wen
enpl oyees are serving under tenporary appointrments or under probationary or
trial periods, advanced | eave cannot exceed an anount that is reasonably
assured will be subsequently earned. |If an enployee is indebted for advanced
| eave at the tine of separation or retirement, he or she nmust refund an
amount equal to the indebtedness or the debt is offset through payroll deduction
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(2) Requests for Advance Annual Leave. An advance of annual |eave
is aprivilege that is granted only in rare and fully justified cases.
Enpl oyees requesti ng advance annual |eave will submit a witten request to
their Level 2 conpetency manager via their imediate supervisor and chain of
comand. The request should specify the reason for the advance, the nunber
of hours required and shoul d include adm nistratively acceptabl e evidence to
support the request. In review ng the enployee's request, Level 2 conpetency
nmanager s shoul d consider the nature of the request, the anticipated return to
wor k date, the enployee's recent work performance and conduct, and the

enpl oyee' s | eave record and attendance. |f the request is disapproved, the
Level 2 conpetency nmanager will return the request to the enpl oyee with
reason(s) for disapproval. |f approved, the request is sent to the PSO for

processi ng.

(3) Termination of Previously Approved Advance Annual Leave.
VWhen an enpl oyee reports to work before using all advanced annual |eave, the
PSO wi Il cancel any outstandi ng bal ance of advanced annual | eave. Exceptions
to this rule are made only when approval of a work/Ileave recovery period was
i ncl uded on the advance annual |eave request and clearly stated "to be used
intermttently."

e. Requiring the Use of Annual Leave

(1) Supervisors can require enployees to use annual |eave to reduce
annual | eave accunul ations and avoid the possibility of forfeiting annua
| eave. Enpl oyees are given the nmaxi num noti ce possible in these cases.

(2) An enpl oyee cannot be placed on annual |eave w thout his or her
consent during any period of notice of adverse action for cause.

(3) The Vice Comander, Commanding O ficers, and Level 1 conpetency
directors, have the authority to require enpl oyees to use annual |eave in the
foll owi ng types of unforeseen circunstances: equi pment breakdown, power
failure, etc.; lack of materials, transportation strikes; inclenment weather,
e.g., storns, floods, and other natural phenonena; closing of industria
activities for retooling, equipnent overhaul, etc.; tenporary reduction in
wor kl oad; and tenporary periods when plant operation is not econom cal
Level 2 conpetency managers shoul d contact their respective PMA if
supervisors determ ne the use of annual |eave could be required in these
i nstances. In cases of interrupted or suspended operations, enployees who
cannot be assigned to other work will be required to use annual |eave in al
cases where 24 hours advance notice can be given. Wen the use of annua
| eave is directed and the enpl oyee has no annual |eave available, the
enpl oyee will be granted | eave w thout pay (LWOP), if he or she requests it.
I f the enpl oyee does not request LWOP, supervisors should nmake every effort
to assign himor her to other duties which they are qualified to perform |If
this is not possible, use furlough as a |ast resort.

f. Annual Leave Prior to Separation. An enployee normally
is paid a lunp sumfor all annual |eave credited to his or her account on
separ ati on.

g. Restorati on of Annual Leave. Enployees are entitled to carry over a
maxi mum of 30 days (240 hours) of annual |eave into the next |eave year
Annual |eave in excess of this ampunt is subject to forfeiture, i.e., use or
| ose | eave.
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(1) To be eligible for restoration, annual |eave that is subject to
forfeiture nust be requested and approved in witing before the start of the
third biweekly pay period before the end of the | eave year. Wen an enpl oyee
el ects not to request or to use annual |eave to avoid forfeiture, he or she
is not entitled to have forfeited | eave restored for |ater use.

(2) Enpl oyees who are unable to use their annual |eave within the
| eave year and do not think they can show cause to have their |eave restored
are encouraged to consider donating the | eave to those enpl oyees registered
in the Leave Transfer Program

(3) Annual |eave that was forfeited at the end of the | eave year
because it exceeded t he nmaxi mum perm ssi bl e anount for carry-over, can be
restored to the enployee if such forfeiture was the result of:

(a) Administrative Error. This provision covers instances where
an error was discovered (e.g., an incorrect |eave accrual rate or an
incorrect calculation of an enpl oyeeis | eave bal ance), the enpl oyee's | eave
record was adjusted to provide the proper |eave credit, and as a result of
the error the enployee could not use all his or her iuse or |osel annua
| eave. |f such errors occur, enployees can submit a request for |eave
restoration, including an explanation as to when they becane aware of the
error and the inpact of such error on their |eave account, to their Level 2
or 3 conpetency manager for approval.

(b) Sickness of the Enployee. This provision provides
restoration of | eave when illness or injury (or any other medical condition
for which paid sick | eave woul d be approved) interfered with the use of
schedul ed annual |eave. Enployees can request restoration of annual |eave
that was forfeited because of illness if the annual |eave was schedul ed in
advance; and the period of absence due to the illness occurred late in the
| eave year or was of such duration that annual |eave coul d not be
reschedul ed for use before the end of the year to avoid forfeiture.

If an enployee forfeits | eave because of illness, he or she should
submt a request for |eave restoration, including a copy of the origina
SF-71 and nedi cal docunentation substantiating that he or she was
nedically incapacitated, to the Level 2 or 3 conpetency nanager for
approval .

(c) Exigencies of the Public Business. Enployees can have
annual | eave that was cancel ed because of operational demands restored for
| ater use provided that the operational demands are of such nmajor inportance
as to prevent the use of schedul ed | eave. An exi gency of the public
busi ness nmust be declared in advance of the cancelation of |eave. Wen it is
determ ned that the enpl oyee(s) cannot be spared or replaced due to the
extremely critical nature of the work requirement, the Level 2 or 3
conpet ency nanager for the organization affected by the work requirenent
will forward a menorandum requesting declaration of an exigency to the
appropriate authorizing official. A sanple is provided as Figure 3-1. The
requesti ng nmenorandum nust identify the specific circumstances of the work
requi renent and the enpl oyee(s) whose | eave requires cancelation to neet that
work requirenent. The foll owing NAWCWPNS of ficials are authorized fina
approval to declare exigencies of the public business:

Commander, NAWCWPNS
Vi ce Commander, NAWCWPNS
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Level 1 Conpetency Directors

Commandi ng O ficer, Naval Air Wapons Station, Point Migu
Commandi ng Officer, Naval Air Wapons Station, China Lake
O ficer in Charge, NAWOWPNS, Wite Sands

The deci sion to approve/di sapprove the request is nade in wit-

ing and returned to the requester as soon as possible. |If the request is
approved, the supervisor of the affected enpl oyee(s) will notify the
enpl oyee(s) in witing that their |eave was canceled. |f possible,

supervisors should try to avoid forfeiture by rescheduling the | eave
within the last three pay periods of the |eave year at a tinme that is
nutual |y acceptable to both parties. |[|f rescheduling is not possible by
the end of the | eave year, the Level 2 or 3 conpetency nanager

shoul d forward an approved request for restoration along with a copy

of the enployee's original SF-71; notice of cancel ation of schedul ed

| eave; and the declaration of an exigency, to their servicing PSO for
processing. A sanple is provided as Figure 3-2.

(4) Procedures for Submitting Requests for Restoration. The Level 2
or 3 conpetency manager must approve requests for restoration of |eave and
submt them via the Enpl oyee Rel ations/ Labor Rel ations (ER'LR) Team Code
731000D/ E, to the appropriate PSO. Requests nust include all supporting
docunent ati on such as the enployee's original SF 71, nedical docunentation

noti ce of cancel ed | eave, and/or declaration of exigency. Inconplete
requests for reconsideration, or requests dated or submitted before the end
of the leave year, will not be accepted for processing and will be returned

to the Level 2 conpetency nanager

(5) Restored Annual Leave. Enployees who have annual |eave restored
must reschedul e and use it no later than the end of the | eave year ending 2
years after:

(a) The date of restoration of the annual |eave forfeited
because of adm nistrative error

(b) The date fixed by the NAWCWPNS official, or his or her
designee, as the term nation date of the exigency of the public business that
resulted in forfeiture of the annual |eave.

(c) The date the enployee is determ ned as recovered and able to
return to duty, if the |leave was forfeited because of sickness.

h. Annual Leave versus Conpensatory Tine Of. Nornmally, com
pensatory tinme off is granted before annual |eave is approved. [If however,
t he annual | eave woul d otherw se be forfeited, the annual |eave is granted
bef ore conpensatory time off. As with any other kind of |eave, use of
conpensatory time off is subject to the approval of the supervisor based on
consi deration of workload constraints.

3. Conpensatory Tine Of for Religious Qbservance

a. Ceneral Provisions. Wen personal religious beliefs require that an
enpl oyee abstain fromwork during certain periods for the workday or
wor kweek, the enpl oyee can work alternative hours (conpensatory tine) before
or after the granting of conpensatory tinme off by the supervisor
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Compensatory tinme is time off work authorized in lieu of overtime pay for
unschedul ed, irregular, or occasional overtine work performned.

SAVPLE

12630

( Code)

(Dat e)
MEMORANDUM

From (Level 2 or 3 Conpetency Manager)
To: (Desi gnated Approving O ficial)

Subj : REQUEST OF DECLARATI ON OF EXI GENCY
Ref: (a) United States Code, Title 5, Section 6304
Encl: (as required, will be)

( ) Justification
( ) List of Enployees (only required for two or nore

enpl oyees)
1. Per reference (a), | request that an exigency of public business within
t he be declared from

to

2. The circunstances justifying this request are (conplete as required) ias
follows:T or iidentified in enclosure (1).1

3. If this request is approved, we will take i mediate action to cancel
(conpl ete sentence with one of the follow ng) i hours of annual |eave for
__(enpl oyeei s nane) ; or iannual |eave already schedul ed and approved for

t he enpl oyees listed in enclosure ( ).
4. |If the cancel ed | eave cannot be reschedul ed before the end of the | eave

year and that |leave is subject to forfeiture, we will initiate a request for
restoration.

(Si gnat ure)

FI RST ENDORSEMENT

From (Designated Approving Oficial)
To: (Requesting Oficial)

1. Subject request is appr oved/ di sappr oved.

Figure 3-1, Request for Declaration of Exigency
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SAMVPLE
12630
( Code)
(Dat e)
MVEMORANDUM

From (Level 2 or 3 Conmpetency Manager)
To: Payrol | Support Ofice
Vi a: Enpl oyee Rel ations/Labor Rel ati ons Team ( Code 7310000 E)
Subj : REQUEST FOR RESTORATI ON OF ANNUAL LEAVE
Ref: (a) United States Code, Title 5, Section 6304
Encl: (as required, for)
Exi gency of Public Business (1) SF-71

(2) Declaration of Exigency
(3) Notification to enpl oyee

-or- cancel i ng annual | eave
Si ckness (1) SF-71

- or - (2) Medi cal Docunentation
Admi ni strative Error (1) Expl anation regarding

ci rcunst ances surroundi ng
| oss of annual | eave.

1. Per reference (a), | request that hours of forfeited annual |eave be
restored to (enpl oyee) , pay numnber
( SSN) .

2. Thi s enpl oyeeis annual |eave was forfeited due to (select one of the
fol |l owi ng):

a. 1An exigency of the public business from to . Leave could
not be reschedul ed for use before the end of this | eave year. Required
docunentation permtting restoration is provided in enclosures (1) through

(3).1

b. illlness (or absence due to an on-the-job injury), extending from
to . Leave could not be reschedul ed for use before the end of this |eave
year. Required docunentation permtting restoration is provided in
encl osures (1) and (2).

c. TAdministrative error as identified in enclosure (1).1

3. If you have any questions on the above, please contact
(supervi sor) at tel ephone nunber

(Si gnat ure)

Figure 3-2, Request for Restoration of Annual Leave
b. Supervi sors are expected to reasonably acconmpbdate enpl oyee requests to
adj ust work schedul es for personal religious beliefs, unless such
nodi fications in the work schedul e would seriously interfere with the
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efficient acconplishnent of the mssion. The term"personal religious
belief" is to be interpreted broadly. Wether the enpl oyee's persona
religious belief is based on an "established" religion is not an issue in
granting such conpensatory tinme off.

c. Enpl oyees are expected to informtheir supervisors of the inpact of
their personal religious beliefs on the work schedule well in advance of the
date of the inpact so the supervisor has sufficient tine to plan for the work
or time off.

4. Si ck Leave

a. Ceneral Policy. 1In the past, sick |eave could be granted for mnedica
exam nation and treatnment, enployee incapacitation, and care for a famly
menber afflicted with a contagi ous disease. Wth the passage of reference
(g), the Famly Friendly Leave Act (FFLA) of Decenber 1994, the granting of
sick | eave for purposes of fanmly care, bereavenent, and adoption were
aut horized. As currently authorized by regul ation, sick |eave can be granted
to an enpl oyee under the follow ng conditions:

(1) Receiving Medical, Dental, or Optical Exam nation or Treatnent.
Normal |y, exami nations will not require approval of |eave for the entire
wor kday; therefore, enployees are encouraged to schedul e exam nations early
inthe norning or late in the afternoon to mnimze their sick | eave usage.

(2) Enpl oyee Incapacitation. |Incapacitation for the performance of
duties by physical or nental illness, injury, pregnancy, or childbirth.

(3) Famly Care. Enployees can use sick |eave to give
care to or otherwise attend to a fam |y nenber having an illness, injury, or
ot her condition which, if an enployee had such condition, would justify the
use of sick |eave. For exanple, an enployeeis child has the flu, if that
child were an enpl oyee, sick |leave would be justified; therefore, sick |eave
is justified for the enployee who gives care to that child. Famly nenber
includes the following relatives of the enployee: spouse and spouse’s
parents; children; parents; brothers and sisters; and any individual related
by blood or affinity whose close association with the enployee is the
equi valent of a famly relationship

(4) Bereavenent. Sick |eave can be used for purposes related to the
death of a famly menber, including maki ng the arrangenents necessitated by
the death and attending the funeral. For exanple, travel, attending nenoria
services, prefuneral cerenmpnies, reading of the will, etc. The definition of
fam |y menber found in paragraph 4a(3) applies.

(5) Contagi ous Di sease. An enployee can use sick |eave during the
time health authorities or a health care provider determ nes that the
enpl oyee' s exposure to a communi cabl e di sease woul d j eopardi ze the health of
ot her enpl oyees.

(6) Adoption. An enployee can use sick |eave for purposes relating
to the adoption of a child. Ganting of sick | eave for adoption purposes is
made on a case-by-case basis because adoption procedures and requirenents
di ffer anong jurisdictions and agencies. As a general rule, sick leave is
justified for an activity that is necessary to allow an adoption to proceed.
For exanpl e, appointnents wth adoption agencies, social workers and
attorneys, court proceedings, visitations, and required travel.
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b. Accrual of Sick Leave

(1) Full-Time Enployees. Full-tine enpl oyees accrue sick | eave on
the basis of 4 hours for each full biweekly pay period. There is nolimt on
t he amount of sick | eave that an enpl oyee can accunul ate.

(2) Part-Time Enpl oyees. Part-tine enployees who have a regularly
schedul ed tour of duty on one or nore workdays during each adm nistrative
wor kweek in the biweekly pay period, accrue sick |leave on the basis of 1 hour
for each 20 hours in a pay status.

c. Limt on the Anmount of Sick Leave Used. There is a limt on the
anmount of sick | eave an enpl oyee can use for famly care and bereavenment each
| eave year. The basic limt for full-time enployees is 40 hours. An
addi tional 64 hours can be used if the use of that |eave does not cause the
amount of an enpl oyee's sick | eave balance to fall below 80 hours. The basic
limt for a part-tine enpl oyee or an enployee with an uncomon tour of duty
is equal to the average nunber of hours of work in the enpl oyee's schedul ed
tour of duty each week. Additional sick |eave, up to the ampunt accrued
during a |l eave year, can be used if the use of that |eave does not cause the
enpl oyeeis sick | eave balance to fall below twi ce the basic limt anount.

d. Admnistrative Procedures

(1) Requesting Sick Leave

(a) An empl oyee, who is unable to report for duty because of
illness or because he or she is required to give care and attendance to a
famly menber who is ill, is responsible for notifying his or her supervisor
according to the procedures in paragraph 2b(1)-(3), Unplanned Absences. If
ot her specific requirenents are mandated by an enpl oyee's supervi sor, they
wi Il take precedence.

(b) To the extent possible, enployees should subnmit requests for
sick leave for nedical, dental, or optical exam nation or treatnent;
bereavenent; or adoption, and have them approved before using the |eave.

(2) Granting of Sick Leave

(a) Leave approving officials are responsible for determning in
i ndi vi dual cases that the reasons for absence warrant the granting of sick
| eave, and for prescribing the types of adm nistratively acceptabl e evidence
needed to support sick | eave charges. Evidence requirenents for famly
normal ly are the sane requirenments applied when an enpl oyee requests | eave
due to incapacitation. Wen they consider it necessary and appropriate,
| eave approving officials can require adm nistratively acceptabl e evidence to
support the use of sick |eave for bereavenent and adoption

(b) The enployee will request approval of |eave, either verbally
or by submi ssion of an SF-71, as appropriate. Submission of an SF-71, is not
mandatory for absences of 3 days or |ess; however, |eave approving officials
can require the use of an SF-71 for increments of 1 hour or nore for
admi ni strative purposes. Regardless of what procedure is used, the request
and approval of |eave should be consistent within the organization supervised
by the approving official

(c) Normally, an enployee's certification is suffi-
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cient for supporting a charge to sick |eave for 3 workdays or |ess. However,
for an absence in excess of 3 workdays (or for a | esser period when

det erm ned necessary by the | eave approving official) evidence other than the
enpl oyee's certification can be required. As requests for sick |eave can
vary from an enpl oyeeis incapacitation; nedical treatnent/exam nation
illness, injury, or death of a fam |y nmenber; or adoption, evidence to
support such requests will differ fromone circunmstance to the next. Such
evi dence can include, but is not limted to, a physicianis statenent, a copy
of a death certificate, adoption docunentation, etc. Enployees can submt
certification in support of the request for sick leave with the request or
when they return to duty, as appropriate.

(d) Nornmally, an enployee who calls in sick or reports that he or
she is caring for a famly nmenber who is ill is carried on sick leave. |If
sick |l eave is not available, the enployee is carried on annual |eave; or, if
sick or annual |eave is not available, the enployee is carried on LWOP.
Notification of illness is considered a request for approved | eave;
therefore, placing an enployee on LMWOP, if no other |eave is avail able, does
not constitute placing the enpl oyee on LWOP wi thout his or her consent.

(e) If the | eave approving official or other appropriate
nmanagenent official has sound reason to doubt the enpl oyeeis reason for sick
| eave, the enpl oyee should be charged AWDL pending a decision on the matter.
There might be circunstances in which the absence will not justify granting
sick | eave, but could warrant annual |eave or LWOP. However, when sick |eave
i s disapproved and disciplinary action is considered necessary, supervisors
shoul d contact their Level 2 conpetency PMA for advice and gui dance.

e. Keeping Supervisors Informed During Sick Leave

(1) Prol onged Absences. An enployee, who is on prol onged sick
| eave, will keep his or her supervisor inforned of the progress of his or
her recuperation, when the date of his or her return to work is not known.
This is not necessary when the expected date of return was arranged in
advance by a nedical certificate, as with an absence for maternity or
surgery.

(2) Brief Absences. After properly requesting sick | eave on the
first day of absence, normally an enpl oyee does not have to call in to his or
her supervisor or other designated person on a daily basis. However, the
enpl oyee will keep the supervisor inforned of the circunstances surroundi ng
his or her absence until a tentative return-to-work date is established. The
supervisor is responsible for inform ng the enpl oyee how often he or she is
required to call in until a return-to-work date is established. The enpl oyee
is responsible for follow ng such a schedul e unl ess physically unable to do
Sso.

f. Di sapproved Sick Leave. |If an application for sick |leave is
di sapproved, the period of absence can be charged to annual |eave or to LWOP,
if requested by the enpl oyee and approved by the supervisor. |[If either

annual | eave or LWOP is not requested/ approved, the period of absence is
charged to AWOL.

g. Where Sick Leave Abuse is Suspected. Wen there is rea-
son to believe that an enpl oyee is abusing sick | eave, the | eave approving
official will take inmedi ate action to investigate the matter, counsel the
enpl oyee, and take corrective action when appropriate. 1In all cases, the
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| eave approving official will contact his or her Level 2 conpetency PNA for
advi ce and gui dance before initiating corrective action

(1) Where the Problens Arise froma Pattern of Sick Leave Abuse. In
such cases, advise the enployee that a nedical certi-ficate will be required
to support any future granting of sick |eave because of a questionable sick
| eave record. |If the enploy-ee's sick | eave record does not inprove, advise
himor her in witing that all future requests for sick |eave nust be
supported by a medical certificate acceptable to the supervisor. This wit-
ten requirement nmust al so explain why the enployee is suspected of abusing
sick | eave. An enpl oyee on unpl anned absence when a nedical certificate is
required will be carried on AWOL until the certificate has been subnmtted and a
determ nation nade of the validity of the sick |eave

(2) An Incident of Suspicious Sick Leave Usage. |f an individual's
request for sick | eave appears questionable, the supervisor can ask for
additional information (e.g., a doctor's statenent). Placing the enployee in
AWOL status would be appropriate until the questionable request for sick
| eave is resol ved.

h. Si ckness During Annual Leave. Wen a situation arises
where an enpl oyee can be granted sick | eave within a period of annual |eave,
t he enpl oyee can request and be granted sick |l eave with the supervisor's
approval, and the charge of annual |eave reduced accordingly. Since this
woul d be a change from previ ously approved | eave, the enployee will apply for
substitution of sick |eave for annual |eave on a corrected tine sheet
submtted to their PSO via their supervisor. The enployee will apply within
2 days after return to duty and support the application with a nedica
certificate or other evidence adm nistratively acceptable to the supervisor

i.Sickness During Leave Wthout Pay Status. Sick leave is not granted to
enpl oyees who are on LWOP.

j . Advance of Sick Leave

(1) Requirenments for Advancing Sick Leave. Level 2 com
pet ency managers can authorize the advance of sick |eave to an enpl oyee when
t he enpl oyee has a serious disability or illness. Wuen required by the
exi gencies of the situation, the Level 2 conpetency manager can grant advance
| eave for famly care, bereavenent, or adoption. Sick |eave can be advanced
as foll ows:

(a) The anmpunt of sick | eave advanced to an enpl oyee's
account to accommpdate the illness or disability of the enpl oyee can
never exceed 30 days or 240 hours at any tine. Sick |eave advanced to an
enpl oyee for the purposes of fanmly care, bereavenent, or adoption can never
exceed the anmpunt of |eave the enpl oyee can use for these purposes (i.e., 104
hours) during the | eave year

(b) The enpl oyee's avail abl e accunmul ated sick | eave nust be
exhausted. The manager will consider requiring the enployee to use any
annual |eave that mght otherw se be forfeited.

(c) When the enployee is serving under a tenporary appoi ntnent,

advanced sick | eave nmust not exceed the anount that the enployee is
reasonabl y ensured of earning.
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(d) Sick leave is not advanced to an enpl oyee when you know t hat
the enpl oyee is contenplating retirenment or resignation or when you
anticipate the enployee is to be separat ed.

(e) When advanced sick | eave is approved, paynment for such | eave
will cease if circunstances warrant term nation of the original grant of
advanced sick | eave.

(2) Requests for Advance Sick Leave. An advance of sick leave is a
privilege that will be granted only in rare and fully justified cases.
Enpl oyees requesti ng advance sick leave will submt a witten request to
their Level 2 conpetency manager via their immediate supervisor and chain of
command. The request will specify the reason for the advance, the nunber of
hours required, and include adm nistratively acceptabl e evidence to support
the request. In review ng an enpl oyeeis request, Level 2 conpetency nanagers
wi Il consider the nature of the request; the anticipated date the enpl oyee
will return to work; the enployee's recent work performance and conduct; and

t he enpl oyeeis | eave record and attendance. |If the Level 2 conpetency
nmanager di sapproves the request, he or she will return the request to the
enpl oyee with reason(s) for disapproval. |If approved, the request wll be

sent to the PSO for processing. A copy of the request and the supporting
nedi cal docunentation is retained by the approving Level 2 conpetency manager
for their files.

(3) Termination of Previously Approved Advance Sick Leave. Wen an
enpl oyee reports to work before using all advanced sick | eave, the PSO w ||
cancel any outstandi ng bal ance of advanced sick | eave. Exceptions to this
rule are made only when approval of a work/|eave recovery period has been
i ncl uded on the advance sick | eave request and clearly stated "to be used
intermttently."

k. Exam nation of Enpl oyees on Return to Duty fromlllness or Injury

(1) Cccupational Health dinic personnel nust clear enpl oyees sent
hone as a result of occupational injury or disease before they return to work,
regardl ess of the period of absence.

(2) Enpl oyees who occupy positions that have medi cal stand-ards or

speci fic physical requirements and who were absent fromwork due to ill ness,
injury, or pregnancy for five or nore consecutive workdays must be cleared to
return to work by the Cccupational Health Oficer. |If circunstances warrant,

a supervisor can require enpl oyees who occupy positions with nedica
standards or specific physical requirenents to be exam ned and cl eared by the
Qccupational Health Oficer following a | esser period of absence.

5. Fam |y and Medi cal Leave Act (FM.A)

a. General Policy

(1) Reference (f), Famly and Medi cal Leave Act (FM.A) of 1993,
provi des Federal enployees with a statutory right to 12 adm nistrative
wor kweeks of unpaid | eave during any 12 nonths for:
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(a) Birth and care of a newborn

(b) Placenment of a child with the enpl oyee for adoption or
foster care.

(c) Care of the enployee's spouse, child, parent, or other
famly menber as defined in paragraph 4a(3), with a serious health condition

(d) A serious health condition nmaking the enpl oyee unable to
performthe essential functions of his or her position.

(2) An enployee will be authorized to take only the anmount of famly
and nmedical |eave that is necessary to nmanage the cir- cunstances that
pronpted the need for |leave. The 12-nonth period referred to begins on the
date an enployee first takes leave for a famly or nedical need specified above.
The enployee is not entitled to an additional 12 workweeks of |eave until the
previous 12-nonth period ends and an event or situation occurs that entitles
t he enpl oyee to another period of famly or nedical |eave.

(3) Under the FMLA, LMWOP is in addition to annual |eave, sick |eave,
advance annual or sick |eave, other LWOP, |eave nade avail abl e under the
| eave transfer program or conpensatory tinme off. An enployee can elect to
substitute paid tine off, consistent with current |aws and regul ations
governing the granting and use of annual or sick |eave, for LWOP under the
FMLA. However, the enployee nmust nmake the decision to substitute paid tinme
off for unpaid | eave before the date such paid tinme off starts.

(4) The enpl oyee must invoke his or her entitlenment to | eave under
the FMLA.  An enpl oyee who neets the criteria for | eave and has conplied with
all requirenents and obligations under the FMLA cannot be deni ed FM.A | eave.

b. Request and Approval for FMLA Leave. Enpl oyees and
managenent are encouraged to work together in devel oping | eave schedul es t hat
meet both the enployees' famly or nedical needs and NAWCWPNS needs to
nmanage wor k.

(1) If the need for famly or nedical |eave is foreseeabl e based on
an expected birth, placement for adoption or foster care, or planned nedica
treatnent, the enployee nust provide the supervisor 30 days advance notice
of his or her intention to take | eave under the FMLA. |If the need for |eave
is not foreseeable or the circunstances that pronpted the request requires
| eave to begin within 30 days, the enpl oyee shall provide such notice as is
practical .

(2) Enpl oyees requesting | eave under the FMLA will submit
a witten request to their Level 2 conpetency manager via their inmediate
supervi sor and chain of conmand. The enpl oyee nmust sign and date the
request, specify the period of the famly or nedical |eave, and indicate
whet her he or she elects unpaid | eave or wishes to substitute paid time off
for all or part of the period. Requests for |eave due to a serious health
condition will require witten nedical certification by a health care
provi der.

(3) Level 2 conpetency nanagers can del egate authority to grant

unpaid FMLA | eave up to 30 cal endar days. Requests for FM.A | eave for nore
t han 30 days, nust have Level 2 conpetency nmanager approval.
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(4) Supervisors cannot interfere with an enployee's statutory right
to take famly or nedical |leave. This does not preclude discussions on
scheduling | eave in a manner that assists the supervisor in planning for the
performance of work during the enpl oyee's absence. Nor does it prohibit the
requi renment for nedical certification, recertification, or subsequent
opi ni ons.

c. Intermttent Leave or Reduced Leave Schedul e.

(1) Leave for birth and care of a newborn or placenent of a child
for adoption or foster care cannot be taken intermttently or on a reduced
| eave schedul e unl ess agreed on by the enpl oyee and nanagenent.

(2) Leave for care of an enpl oyee's spouse, child, or parent with a
serious health condition or a serious health condition making the enpl oyee
unable to performthe essential functions of his or her job can be taken
intermttently or on a reduced | eave schedul e when supported by nedica
certification.

(3) If leave is taken intermttently or on a reduced schedul e based
on planned nedical treatnment or recovery froma serious health condition
supervi sors can place the enployee in an available alternative position for
whi ch the enployee is qualified to performand that can better accomopdate
recurring periods of absence.

d. Medi cal Certification. FMA |leave to care for a fam |y nenber as
defined in paragraph 4a(3) or for the enployee's own serious health condition
must be supported by certification issued by a health care provider and be
provided by the enployee in a tinely manner.

(1) The medical certification nmust include the date the serious
health condition started; the probable duration of the serious health
condi tion; and the appropriate nedical facts regarding the serious health
condition, including a general statement as to the incapacitation
exanm nation, or treatnment that could be required.

(2) The nedical certification supporting the need for |eave to care
for an enployee's famly nenber must include a statenment that the patient
requi res assistance for basic nedical, hygiene, nutritional, safety, or
transportati on needs or that the enployee's presence is beneficial or

desirable for the care of the individual. The enployee is required to
i ndicate on the request for |eave, the care he or she will provide and an
estimate of the period during which he or she will provide care.

(3) The nedical certification supporting the need for |eave for the
enpl oyee' s serious health condition must include a statement that the
enpl oyee is unable to performthe essential functions of his or her
position. The enpl oyeeis supervisor will provide a statenment of the
essential functions of the enployee's position to assist the health care
provider in nmaking this determ nation

(4) If the enployee is unable to provide the requested nedi ca
certification before leave is to begin, |eave on a provisional basis can be
approved. |If the enployee is unable to provide the required certification
the | eave granted provisionally is charged to the enpl oyee's appropriate
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paid | eave account. 1In addition, appropriate disciplinary action will be
t aken agai nst any enpl oyee who knowi ngly provided fal se certification of the
need for |eave.

(5) Supervisors can require an enpl oyee on | eave to obtain nedica
recertification, not nore often than every 30 cal endar days, on the

continuing need for leave. It is reasonable to require recertification |ess
frequently when the health care provider has certified that a course of
treatment will last a specified period tinme (e.g., 6 weeks).

(6) To remain entitled to | eave under the FMLA, the enpl oyee or his
or her famly nenber, nust conply with any requirenent from supervisors to
submt to exam nation (though not treatnment) by a health care provider. If
the individual refuses to subnmit to such exam nation and the enpl oyee fails
to provide a conpleted nedical certification to the requesting authority, the
enpl oyee can be deni ed | eave under the FM.A

6. Absence in a Nonpay Status

a. LMOP. LWOP is a tenporary nonpay status and absence from duty granted
on an enpl oyee's request. The perm ssive nature of LWOP distinguishes it
from AWODL. Career enployees can be granted a maxi mumof 1 year LWOP with
each request. Extension may be granted beyond 1 year with concurrence of the
HRD.

b. Di scretionary LMWOP. LWOP can be granted when there is rea-sonable
expectation that the enployee will return at the end of the approved period
and when it is apparent that at |east one of the foll owi ng benefits woul d
result:

(1) Increase job ability. LWP can be granted for education or
training to increase job ability when such training will benefit NAWCWNS

(2) Protection or inprovenent of the health of an enployee or his or
her fam |y nenber. LWOP can be granted when an enpl oyee is physically
i ncapacitated for work or when it is necessary for the enployee to care for a
fam |y menber due to illness or injury.

(3) Retention of a desirable enpl oyee.

(4) Furtherance of a programof interest to the Governnment (e.g.
Peace Cor ps).

c. Required LWOP. Sone situations require granting LWOP as
a matter of law, regulation, or policy. The mandatory requirenent for
granting | eave in such situations is based on the assunption that the
enpl oyee has foll owed | eave procedures and has provided docunmentation
acceptable to the supervisor supporting the LWOP request. Situations that
could require mandatory LWOP are

(1) When it is necessary for a disabled veteran to go for nedica
treat ment.

(2) When it is necessary for reservists and National Guardsmen to

performmlitary training duties under the provisions of reference(i), the
Mlitary Sel ective Service Act of 1967, Section 9(g).
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(3) To protect an enpl oyee's status and benefits during
any period of pending action by the Ofice of Wrkers' Conpensation on a
claimresulting froma work-related illness or injury. Activities are urged
to keep the enployee on the LWOP rolls for up to 1 year, with possible
extensions if the enployee mght be able to return to work by the end of the
ext ensi on peri od.

(4) Pending final action of the Ofice of Personnel Managenent
(OPM on an application for disability retirement, if necessary, after al
si ck and annual |eave is exhausted.

(5 Up to 90 days LWOP is granted to enpl oyed dependents
of transferring mlitary and civilian personnel who are required to nove on
rotational assignments, in a transfer of function or
a relocation of an activity, or who accept another Federal job outside of the
comuting area. The purpose is to allow the dependent an opportunity to seek
Federal enploynent at the new activity.

d. Request for LWOP. The enployee will submit requests for LWOP for
| ess than 30 cal endar days on an SF-71, and have the i medi ate supervisor’s
approval. Requests for LWOP in excess of 30 cal endar days (or for extensions
that would amount in total to nore than 30 days), are submitted to the Leve
2 conpetency manager on an SF-52, Request for Personnel Action. The request
will contain the following information, either on the SF-52 or on an attached
nmenor andum

(1) Signed request of enployee giving reason for requesting | eave.

(2) If for educational purposes, a statenent that enpl oyee was
accepted by the school and that a certificate of attendance will be forwarded
after registration.

(3) If for health reasons, a statement fromthe enpl oyee's physician
coul d be required.

7. Mlitary Leave

a. Ceneral Policy

(1) Enpl oyees who are serving permanent, tenporary indef-inite
term or tenporary appoi ntments pendi ng establishnment of
a register (TAPER), and who are nmenbers of the National Guard or Reserve
conponents of the Arned Forces of the United States accrue 15 cal endar days
of mlitary | eave per fiscal year for active duty or when engaged in field or
coast defense training. They also are able to carry over into the new fisca
year 15 cal endar days of unused mlitary |eave.

(2) If an enployee or individual is enployed on a part-time career
enpl oynent basis, the rate at which mlitary | eave accrues is a percentage of
the rate described above. This rate is deternmined by dividing 40 into the
nunber of hours in the regularly schedul ed workweek of the enpl oyee.

(3) Enpl oyees who are activated to enforce the |aw or to assi st
civil authorities protecting or saving life or property or preventing injury
are authorized nmlitary | eave not to exceed 22 workdays in a cal endar year
Pay (other than travel, transportation, and per diem allowances) received
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for mlitary service under this provision of the lawis credited against the
pay for the enployee's civilian position for the period the enployee is on
mlitary | eave

(4) Enpl oyees are not eligible for mlitary |eave for the foll ow ng
types of service:

(a) Inactive duty to attend weekly drills or weekend training.

(b) Summer training as nenbers of Reserve Oficers' Training
Cor ps.

(c) Participation in parades by nenbers of State National Cuard.

(d) Gvil Air Patrol service when established as a civilian
auxiliary of the United States Air Force.

(e) Time taken on a workday to travel to the place where the
training is to begin, unless mlitary training orders enconpass the period of
travel tinme required.

b. Ganting Mlitary Leave

(1) Enployees will normally request mlitary |eave by subnmitting an
SF-71, to their supervisor as far in advance as circunstances permt.

(2) Either before or on return fromactive duty, the enployee wll
submt an official copy of his or her orders to
t he supervisor to substantiate the request for mlitary | eave. Supervisors
will forward the orders to the PSO for final adjust-nent of the enployee's
| eave.

c. O@her Types of Leave. Charge to other types of |eave
(e.g., annual, LWOP) can be granted when mlitary |l eave is not applicable, or
was exhausted. An enployee who is a nenber of the mlitary reserves or the
National Guard nust be granted annual |eave or LWOP for active duty if he or
she is not entitled to or has exhausted his or her mlitary |leave. There is
no duration of such |eave.

8. Excused Absence

a. General
(1) An excused absence is an absence fromduty adm nis-tratively
aut hori zed without |oss of pay and wi thout charge to | eave. Excused absence
can be granted in limted circunstances which
(a) Relate directly to the mssion of the activity.

(b) Enhance the professional devel opnent or skills of the
enpl oyee in his or her current position.

(c) Are officially sponsored/sanctioned by the senior nmenber of
t he enpl oyi ng agency/unit.

(2) Excused absences are for specific purposes and tinmes authorized
at the time of excusal. The enployee is responsible for returning to duty at
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the end of the specified period or nmaking arrangenments, whenever possible,
to request fromthe i mmedi ate supervi sor another appropriate form of |eave.
If such arrange-nents are not made, the enployee is carried in an AWOL

st at us.

b. Gui delines. Wen practical, without interfering seriously with
operations, supervisors have the authority to grant excused absence in
[imted circunstances for the benefit of the agency/ unit's nmission or a
CGovernment wi de recogni zed and sancti oned purpose. Supervisors should use the
foll owi ng gui delines when granting enpl oyees excused absences.

(1) Registration and Voting

(a) Voting. |If necessary, adm nistrative excused tine is given
to eligible enployees to allow themto vote in National, State, or municipa
el ections or referenduns when polls are not open a sufficient amount of tine
out side of the enployee's regular work hours. Cenerally, an enployee is
excused fromduty to permit himor her to report for work 3 hours after the
polls open or to | eave work 3 hours before the polls close, whichever results
in the | esser amount of tine off.

(b) Registration. For enployees who vote in jurisdictions
that require registration in person, excused tinme to register is granted on
the sane basis as for voting. No tinme is granted if registration can be
acconpl i shed on a nonwor kday and the place of registration is within reason
1 day, roundtrip travel of the enployee's residence.

(2) Bl ood Donation. Enployees who make bl ood donati ons can be
granted excused absence to travel to the donation site and to recover.
Normal |y, the excused time is for periods not in excess of 4 hours.

(3) Taking Examinations. Enpl oyees who take exam nations required
by their present positions, including re-exam nations, can be granted excused
absence if the test is conducted during regularly schedul ed worki ng hours.

(4) Participation in Mlitary Funerals. Excused absence for this
purpose is limted to funeral cerenpnies for menbers of the Arned Forces
whose remains are returned to the United States from abroad for fina
internment in the United States.

(5) Funeral of an Immediate Relative Killed in the Line of Duty in
the Arned Forces. An enployee is granted excused tinme to attend the funera
of an immedi ate fam |y nmenber who dies as a result of wounds, disease, or
injury incurred while serving in the Arned Forces within a conbat zone.
Generally, 8 hours to attend the funeral, plus necessary travel tine, is
aut hori zed.

(6) Tardiness and Brief Absence. Tardiness and brief absence from
duty of less than 1 hour can be excused at the discretion of the i medi ate
supervisor. The absence can be conpensated for by additional work or, with
t he enpl oyee's signed SF-71, be charged agai nst annual |eave, conpensatory
time, or LWOP.

(7) Allowance for Term nation. As practical, and as
adm ni stratively deened appropriate, enployees are allowed up to
2 hours during the |last day of work performed by the enpl oyee to obtain
cl earance from NAWCWPNS
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(a) When possible, second and third shift enpl oyees are changed
to the day shift for term nation clearance, provided the enpl oyee gives 3
days advance notice of termnation

(b) Enpl oyees not on day shift due to insufficient notice, and
those on LWOP, will clear on their own tinmne.

(c) Overtine is not paid for term nation cl earance.

(8) Volunteer Service. As a general rule it is inappropriate to

pay an enpl oyee engaged in volunteer services. |If an enployee is paid his or
her regul ar salary while perform ng services on a voluntary basis, the
enpl oyee in essence would no | onger be a "volunteer."” However, it could be

appropriate, under limted conditions, to excuse enpl oyees fromduty for
brief periods of time without |oss of pay or charge to | eave, to participate
in volunteer activities directly related to the NAWCWPNS mi ssi on; or
officially sponsored or sancti oned by NAWCWPNS; or if the service wll
clearly enhance the professional devel opnment or skills of the enployee in his
or her current position

(9) Special Events. |Individual enployees can be granted excused
absence, up to 59 mnutes, to participate in civil activities which the
CGovernnment is interested in recognizing or encouraging. Supervisors wll
nake these decisions on a case-by-case basis. Anything above 59 m nutes,
nmust be approved by the Command.

9. Court Leave

a. Ceneral Policy. Departnment of the Navy (DON) policy states al
enpl oyees have a civic responsibility to respond to calls for jury and ot her
court services. Requests to the court to rel ease enpl oyees fromjury duty
because of critical work needs are made for exceptional situations only.

b. Jury Service

(1) Enployee Eligibility. Court leave for jury duty is granted to
per manent and tenporary enpl oyees, both full-tine
and part-time except for those enployed on a substitute,
when- actual | y-enpl oyed (WAE), or intermttent basis. To be granted court
| eave, the enployee nust submit to the supervisor a copy of the officia
summons for jury service before the beginning date of such service. The PSO
will retain the supporting docunentation

(2) Duration of Jury Duty. An enployee under proper sumnons froma
court to serve on a jury is granted court |eave of absence with pay for the
entire period, fromthe date stated in the sumons on which the enpl oyee is
required to report to the court to the tine discharged by the court,
regardl ess of the nunber of hours per day or days per week actually served
on the jury during which the enpl oyee is excused or discharged by the court,
either for an indefinite period subject to call by the court or for a
definite period in excess of 1 day. An enployee is required to return to
duty or suffer a charge agai nst annual |eave when he or she is excused from
duty for 1 day or a substantial part of a day. The enpl oyee cannot, however,
be required to return to duty if it results in hardship on the individua
(e.g., if service is perforned outside the commuti ng area of NAWCWPNS)
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(3) Jury Fees and All owances

(a) Enpl oyees absent fromregularly schedul ed duties to serve as
jurors in a State or local court, should collect all fees and all owances
payable as a result of the jury service. Enployees nust turn into the PSO
any conpensation received for jury duty. Enployees who receive conpensation
for jury duty are pernmitted to keep any excess of the jury fee over the
amount of conpensation due them Additionally, enployees are permtted to
keep any all owances for ni|eage and subsistence authorized by |law to cover
actual expenses incidental to jury service. Fees turned in nmust be in a
noney order or personal check made out to the Treasurer of the United States.
An enpl oyee who wai ves or refuses to accept jury fees is still liable to the
Governnent for the fees he or she would have received.

(b) Full-tine and part-tinme enpl oyees who performjury service on
nonwor kdays outside their regular tour of duty, for which nonworkdays Federa
salary is not paid, are entitled to retain the fees received for such
servi ce.

(c) Enployees with a regularly schedul ed tour of duty who perform
jury service, that does not conflict with their hours of enploynent, can
retain the usual fees for jury service. However, if the enployee perforns
jury service in a Court of the United States during any of the hours in which
he or she is in a pay status in a Federal position, he or she cannot be paid
any jury fees for that day.

(d) Enpl oyees can retain fees received for jury service on a
holiday falling within their basic tour of duty provided that had they not
been on jury duty; they woul d have been excused fromtheir regular duties on
t he hol i day.

(e) An enployee who is in an LWOP status when called for jury
service and consequently not entitled to court |eave can retain jury fees
and per diemallowed for each day's attendance in court and for the tine
necessarily occupied in traveling to and fromthe court.

c. Wt nesses

(1) Wtnesses in Oficial Capacity. Enployees sunmoned or assigned
by NAWCWPNS to testify in an official capacity or to pro-duce officia
records, are in an official duty status and entitled to their regular
conpensation without regard to any entitlenment to court |eave. Enployees are
considered to be witnesses in an official capacity when they are called as
witnesses in the official capacity of a position they fornmerly held in the
Federal service, or as witnesses in the official capacity of the position
they currently hold. Enployee's summoned to testify in an official capacity
or to produce official records nust informthe Ofice of Counsel before
reporting.

(2) Wtnesses in Nonofficial Capacity. Enployees sunmpbned as
witnesses in a judicial proceeding to testify in a nonofficial capacity in
connection with any judicial proceeding to which the United States
Governnent, the Governnent of the District of Colunbia, or a state or |oca
government is a party, are entitled to court leave during the tine the
enpl oyees are absent as w tnesses. Wen enpl oyees are sumoned or assigned
by NAWCWPNS to testify in a nonofficial capacity on behalf of the United
States Government or the Governnent of the District of Colunbia, they are in
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an official duty status and entitled to regul ar conpensati on w thout regard
to any entitlenent to court leave. |If the witness service in a nonofficia
capacity is performed on behalf of a private party and the United States
Governnent, the Governnent of the District of Colunbia, or a state or |oca
government is not a party, the enployee's absence fromduty is charged as
ei ther annual |eave or LWOP and they can accept the incidental fees and
expenses.

(3) Wtness Fees

(a) Enpl oyees are not paid witness fees when testifying on
behal f of the United States Governnment or the Covernnent of the District of
Col unbi a; however, they are paid their regular salaries. The tine served as
witness is official duty and cannot be deducted from annual | eave.

(b) Enpl oyees who are called as witnesses for the United States
Governnent or the Government of the District of Colunbia while absent from
their duties on LMOP, for the entire period they serve as a witness, nmay
may accept and retain w tness fees.

(c) Enpl oyees who testify in an official capacity on behalf of a
party other than the United States Government or the Governnment of the
District of Colunmbia or if they are sumobned as witnesses in a nonofficia
capacity in connection with any judicial proceeding to which the United
States Governnent, the Governnent of the District of Colunmbia, or a state or
| ocal governnent is a part, are required to collect the authorized witness
fees and subnit the fees to the PSO
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CHAPTER 4

PREM UM PAY
(Ref: Departnent of Defense Financial Mnagenent Regul ation, Volune 8 and
United States Code, Title 5, Chapter 55)

1. Overtime

a. Overtine Entitlenent. An enployee's entitlenment to
overtime pay is based on whether or not he or she is under the
jurisdiction of reference (e), Title 5 or under the provisions of reference
(f), FLSA pay rules. The determ nation as to whether an enpl oyee is exenpt
from coverage by the FLSA (covered by Title 5 rules only) or is nonexenpt
fromthe coverage of the FLSA (covered by FLSA and Title 5) is a
classification issue based on the duties of the position

b. General Provisions

(1) CGeneral Overtine @uidelines Applicable to Both FLSA and Title 5.
Enpl oyees who work a regul ar schedul e, basic 40-hour workweek, are paid
overtinme for work in excess of 8 hours in a
day or 40 hours in a week under both FLSA and Title 5 rules. Enployees
assigned to a conpressed work schedule (e.g., 5-4/9, 4/10) earn overtinme pay
under both FLSA and Title 5 rules for hours worked in excess of 80 hours in a
bi weekly pay period or for hours worked in excess of those hours the enpl oyee
is scheduled to work in a day.

(2) Suffered and Pernmitted Overtinme. Nonexenpt enployees are
entitled to overtime pay when they are allowed to work overtine hours.
Under FLSA rules, a nonexenpt enpl oyee does not have to be officially ordered
to work overtine to be eligible for overtinme pay. |f a supervisor is aware
of a nonexenpt enpl oyee's performance of overtine work or the supervisor has
reasons to believe that overtime work is being perfornmed by a nonexenpt
enpl oyee and allows it to happen, the nonexenpt enployee can clai movertine
pay. Nonexenpt enpl oyees who were allowed to or pernmitted to suffer
overtine work can claimit if the overtime work was in excess of 15 mi nutes
an occurrence. Supervisors must mnimze overtime worked and are responsible
for ensuring their enployees are not allowed or permtted to suffer
unaut hori zed overti me.

(3) Oficially Ordered or Approved. Exenpt enpl oyees are entitled
to overtime conpensation only when the overtine is duly authorized or ordered
i n advance. The DON policy is that exenpt enployees whose rate of pay
exceeds the rate of pay at Ceneral Schedule (GS)-10, step 10, should be
required to receive conpensatory time in lieu of overtime pay until 80 hours
of conpensatory tine is accrued. The enployee's Level 2 conpetency nmanager
can grant exceptions to this policy for each specific case.

(4) Rate of Overtinme Conpensation

(a) United States Code, Title 5. The Title 5 (exenpt enpl oyee)
overtime rate is one and one-half tinmes the hourly rate of basic pay for
t hose enpl oyees whose rate of basic pay does not exceed the mininumrate for
GS-10 (including any interimgeographic adjustment, special pay, locality-
based conparability). For those enpl oyees whose rate of basic pay exceeds
the mnimumrate for GS-10, the overtine hourly rate is one and one-half
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times the hourly rate of basic pay at the mnimumrate for GS-10. An

enpl oyee is paid premiumpay under Title 5 rules only to the extent that the
paynment does not cause the total of his or her basic pay and premn um pay
(overtine, night pay, holiday work, Sunday work, and standby duty) for any
pay period to exceed the maximumrate for a GS-15 (including any interim
geogr aphi ¢ adj ustnment, special pay, |ocality-based conparability).

(b) United States Code, Title 29 (FLSA). FLSA (nonexenpt
enpl oyee) overtinme is conpensated at one and one-half tines the enpl oyee's
"hourly regular rate" of pay. There are no maxinumearning |limtations under
FLSA.

c. Call Back. Irregular or occasional overtinme work performed by an
enpl oyee, for which the enployee is required to return to his or her place of
enpl oyment, is deenmed to be at | east 2 hours duration for the purpose of
prem um pay. Denonstration Project (Denp)/GS enpl oyees can be conpensated
for call back time either in noney or by conpensatory tinme off.

d. Standby Duty. An enployee in a position requiring the enployee to
regularly remain at, or within the confines of, his or her official duty
station during |longer than ordinary periods of duty, a substantial part of
whi ch duty consists of renmaining in a standby status rather than performng
wor k, can be paid a prem um pay on an annual basis, instead of being paid the
prem um pay prescribed for regularly schedul ed overtinme, night work,
hol i day, and Sunday work. This premiumpay is set at an appropriate percent-
age, not in excess of 25 percent of the part of the enployee's rate of pay
t hat does not exceed the minimumrate of the basic pay for GS- 10.

e. On-Call Status

(1) The services of particular enployees with specific skills or
abilities can be required under circunstances that cannot accurately be
predi cted in advance, such as power plant, utility, or other equipnent
br eakdowns; the unanticipated arrival at the activity of work that nust be
acconpl i shed i medi ately; and the occurrence of natural disasters.
Where the probable or potential need for such enployee's services can be
determ ned in advance, the enployees can be required to provide information as
to where to reach them No further denmand can be nade on the enpl oyees
without incurring the risk of an obligation to conpensate them on a standby
basi s.

(2) No conpensation is payable to enpl oyees for being on call, as
the enpl oyees' tine is their own and no restriction or linmt is, or can be,
pl aced on freedom of novenent or freedomto engage in personal activities of
their selection. |If an enployee is called in to performwork outside his or
her regul arly schedul ed workday or the schedul ed wor kweek, the enployee is
conpen-sated according to the provisions of this instruction relating to
overtine and call back overtine.

2. Overtinme Authorization

a. Basic Rul es
(1) Overtine work is authorized only in energencies or in cases of

real necessity. Exanples of situations where paid overtine or conpensatory
time worked is warranted are:
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(a) Urgent fleet readiness.
(b) Energencies.
(c) Safeguarding life and property.

(d) Individual situations where savings are clearly
denonstrated

(e) When overtine work is in the best interests of the activity.
2. Pl an work schedul es to take account of fluctuating and peak
wor kl oads. Based on effectiveness in neeting schedul es and when resulting in
overal | savings, consider:

(a) Use of part-tine and intermttent enployees and full-tine
enpl oyees in tenporary positions.

(b) Contract work.
(c) Maxi mum use of shift work.

b. Approval Process

(1) Al overtinme work, whether paid or conpensated with tinme off,
must have advance, witten approval, whenever possible. In cases of
emergency when it is not feasible to provide advance approval for overtinme
wor k, record the overtinme approval not later than the first normal working
day after the work is performed. Use NAVCOWPT 2282, Overti ne/ Conpensatory
Ti me Request and Aut hori zati on.

(2) DON policy requires the Level 2 conpetency manager having fund
cogni zance gi ve advanced approval for overtinme pay before such prem um costs
are placed against a custoner's fund aut horization

(3) The approval of overtime or conpensatory tine is nade at | east
one organi zational |evel above the level requesting the use of overtine or
conpensatory tine.

(4) Any of the follow ng nmethods for approval of overtine can be
used:

(a) Daily Basis. The overtine authorization will indi-cate pay
nunber, nane, date, and nunber of hours anticipated each enpl oyee will work
for one specific day.

(b) Pay Period Basis. The overtine authorization for
a biweekly pay period will indicate pay nunber, nanme, date, and nunber of
hours antici pated each enployee will work on each date for a period not in
excess of one biweekly pay peri od.

(c) Approval for a Specific Job. The overtine authori-zation
wi Il specify the nunber of hours/dollars of overtine to be worked/ expended
during a specific period (not in excess of a
fiscal quarter) for a specific organizational conponent of the NAWOWPNS, for
a specific task. The hours/dollars used are controlled by the conpetency
manager of the organi zational conponent requesting the overtime. To prevent
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over expenditure, such hours/dollars are checked, based on certified T&A and
| abor distribution reports, by the office performng the payroll or
accounting function for NAWCWNS

(5) While the objective is to reduce the anount of paid overtine,
nothing in this instruction is to be construed as encouragi ng or condoni ng
the ordering or approval of unrecorded overtine work.

c. Del egation of Authority

(1) The authorization to approve work perforned on overtine or
conpensatory tinme is delegated to Level 2 conpetency managers, provided that
the overtinme is within the conpetency’s approved annual overtime guidelines
and is made according to procedures in this instruction
This authority can be redelegated in witing to at |east
one organi zational |evel above where overtine is ordered, (e.g., if a Level 4
conpet ency nanager requests that overtine be worked, Level 3 conpetency
nmanager approval is required). The authority to approve overtine when Leve
2 conpetency guidelines are reached is del egated as foll ows:

(a) Vice Comander for command staff activities.

(b) Conpetency directors and NAWS Conmandi ng Officers for
conpet enci es under their cogni zance.

d. Responsibilities

(1) Level 2 Conpetency Managers are Responsible for:

(a) Establishing controls necessary to ensure that work outside
of regularly schedul ed hours is kept to the | owest |evel possible
comensurate with effective and efficient operations. The biweekly
Overti me/ Conpensatory Tinme Report generated by the Payroll Ofice will assist
in nonitoring overtine and conpensatory time use. The report identifies the
followi ng conditions that could be contrary to DON gui dance on civilian
overtine and conpen-satory tinme admnistration

1. Enployee was paid overtime or credited conpen-satory
time and used annual |eave during the pay period.

2. Enpl oyee used annual |eave during a pay period when a
conpensatory time bal ance was avail abl e.

3. Enployee with 30 or nore cumnul ative paid over-time or
conpensatory tinme hours during three consecutive pay peri ods.

4. Enpl oyee exenpt fromthe FLSA with paid over-time during
a pay period.

5. Enployee with paid overtime or credited conpen-satory
time that was reduced because of the biweekly earning
[imtation.

(b) Review the Overtinme/ Conpensatory Tinme Reports to ensure
conpliance with NAWCWPNS gui delines (and retain the reports, with
docunentation/justification for each condition, for 1 year).
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(c) Ensuring that enpl oyees del egated authority to sign
timecards are famliar with the timecard certification responsi-bility. This
i ncl udes the necessity of ensuring that properly approved overtine
aut hori zations are on file with the Overtine/

Compensatory Tinme Reports for all overtine recorded on the tinecard before
submi ssion to the PSO

(d) Providing the PSO with NAWCWNS 7410/ 3, Overtime Request and
Aut hori zation, for each del egation of authority to approve overtine.

(e) Maintaining an audit record of all overtime work authorized
for a period of 3 years.

1. The Level 2 conpetency manager can use a record of their
own design to record weekly overtime work approved or use NAVCOWPT 2282. As
a mninum the record nust show. the anount of overtine authorized, in
hours; the enployee(s) who will performthe overtine; a statement of the
wor kl oad condition requiring the use of overtime; the date and tine for which
overtine was authorized; indication as to whether the overtinme work is to be
paid by overtinme pay or conpensatory tine off; the name of the person
aut hori zing the overtine; the name of the person or activity authorizing the
use of the funds to be charged; and in the case of enpl oyees receiving pay
exceeding the maxinumrate for GS-10, who are to receive overtinme pay in lieu
of conpensatory tine, the approval of the next higher |evel of supervision

2. The "Front block is the requesting official's
organi zati on designator. The requesting official will conmplete the form
i ncluding the "Justification" block and the signature and title line. The
"Via" block is for the fund authorization and is approved by the officia
havi ng cogni zance of the funds being charged. The "Via" block al so can be
used for other levels of approval required by individual Level 2 conpetency
managers. The "To" block will include the approving official's organization
name and designator. The "Authorization" block is signed and dated by the
approving official who will designate approval or disapproval as appropriate.
Figure 4-1 is a sanple for overtime and conpensatory tinme work.

(2) The Head, Conptroller/Financial Managenent Conpetency, Code
760000D, is responsible for

(a) Issuing annual overtine guidelines for each Leve
2 conpetency, indicating the total number of direct and overhead hours of
overtine that each Level 2 conpetency manager can
aut horize wi thout prior approval of NAWWNS managenent as indicated in
par agr aph 2c.

(b) Conducting periodic exam nations to establish after-the-fact
verification of overtinme hours and to evaluate conpliance to civilian pay
regul ati ons.

(c) Advising Level 2 conpetency nanagers and enpl oy-
ees of conpensatory tine hours accrued when the total equals or exceeds 60
hours. This notice nust allow Level 2 conpetency managers tinme to institute
necessary action so enployees will not exceed the 80-hour limt of
conpensatory tine that automatically places themin the overtine pay
cat egory.
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(d) Providing Level 2 competency nmanagers tinely and accurate
reports indicating the hours and doll ars expended agai nst overtime work by
conpet ency enpl oyees. These reports will be provided in a format and
frequency that will allow Level 2 conpetency nanagers to carry out their
responsi bilities.

e. Labor Uni on Agreenents. The NAWCWPNS has agreenments with five | abor
organi zati ons. They are:

(1) Indian Wlls Valley Metal Trades Council (China Lake)
(2) International Association of Firefighters (China Lake)

(3) International Brotherhood of Police Oficers
(Chi na Lake)

(4) National Association of Governnent Enpl oyees
(Poi nt Muigu)

(5) National Federation of Federal Enployees (Wite Sands)

These agreenents include articles on overtine that nust be fol-1owed al ong
with the provisions stipulated in this instruction.

f.Audit. Command Eval uation Staff records pertaining to continuous
reviews of overtime worked are retained by that office for review and
eval uation by the Inspector General (1G during comand inspections, and by
the Navy audit offices during periodic audits of activities.

3. Conpensatory Tinme Of in Lieu of Overtinme Pay

a. GS and Denp Project Enpl oyees. GS and Deno project enployees can
request conpensatory tine off fromtheir scheduled tours of duty instead of
paynment for an equal anmount of tinme spent in irregular or occasional overtine
work. DON policy is:

(1) Exenpt enpl oyees whose rate of pay exceeds the rate of pay of a
GS-10, step 10 enpl oyee, do not have a choi ce between conpensatory tine and
overtine. They are required to receive conpensatory tine in lieu of overtine
pay until 80 hours of conpensatory time is accrued.

(2) Nonexenpt enpl oyees and enpl oyees paid | ess than the rate of pay
of a GS-10, Step 10 enpl oyee cannot be required to receive conpensatory tine
of f.

(3) Conpensatory tine cannot be granted where paynent of overtine
woul d cause the enpl oyee's pay for the pay period to exceed the maxi mumrate
for a GS-15 (including any interimgeographic adjustnment, special pay,
| ocal i ty-based conparability).

b. General Provisions

(1) Maxi mum Anount of Unused Conpensatory Tine Creditable.
There are no longer limtations on the maxi num anount of conpensatory time an
enpl oyee can accunul ate before it is paid out as overtinme. However, when the
conpensatory tine earned is aged 26-pay periods, that time will be paid out
as overti me.
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(2) Exception. Normally, conpensatory tinme off is granted before
annual |eave is approved. |If annual |eave would otherwi se be forfeited,
however, the annual |eave is granted before conpen-satory tinme off.

4. Ni ght Wor k

a. Trade and Labor (T&L) or \Wage Grade (W5 Enpl oyees

(1) Basic Provision. T&L or WG enpl oyees are entitled to pay at
their scheduled rate plus a night differenti al

(a) Anmounting to 7 1/2 percent of the scheduled rate for
regul arly schedul ed nonovertime work, a majority of the hours of which occur
bet ween 1500 and 2400.

(b) Amounting to 10 percent of the scheduled rate for regularly
schedul ed nonovertine work, a majority of the hours of which occur between
2300 and 0800.

(2) Absence on Holidays, Travel Status, or Court Leave.
A T&L or WG enpl oyee regularly assigned to a night shift for which the night
shift differential is payable, is entitled to the night shift differentia
for a period when excused from night work on a holiday or other nonworkday,
while in official travel status during the hours of his or her regular night
shift (whether perform ng actual work or not during those night hours), or
while on court |eave.

(3) Absence on Leave. A T& or W5 enpl oyee regularly assigned to a
night shift is entitled to night shift differential for a period of paid
| eave or excused absence

(4) Relation of Night Shift Differential to Overtinme, Holiday, and
Sunday Prem um Pay. N ght shift differentials are included in the rates of
basic pay for T& or WG enpl oyees and are used as a basis for conputing
overtime, Sunday pay, holiday pay, and amounts of deductions for retirenent
and group life insurance.

(5) Tenporary Assignnent to a Different Tour of Duty

(a) A T& or WG enpl oyee assigned to a night shift, who is
tenmporarily assigned to another night shift with a higher differential, wll
recei ve the higher differential

(b) A T&L or WG enpl oyee regularly assigned to a day shift is
entitled to a night shift differential for any period during which he or she
is tenporarily assigned to work a regular shift for which a night shift
differential is otherw se payable.

(c) A T& or WG enpl oyee regularly assigned to a night shift
will continue to receive his or her regular night shift
differential during a tenporary assignnment to the day shift or to another
night shift with a lower differential

b. GS and Denp Project Enpl oyees
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(1) Basic Provision. N ght work is regularly schedul ed work
performed by a GS or Deno enpl oyee between the hours of 1800 and 0600. A GS
or Denmo enpl oyee, other than an intermttent WAE enpl oyee, who perfornms night
work is entitled to pay for night work at his or her rate of basic pay plus a
ni ght pay differential amounting to 10 percent of his or her rate of basic

pay.

(2) Absence on Holidays or in Travel Status. An enployee is
entitled to a night pay differential for a period when excused from ni ght
work on a holiday or other nonworkday, and for night hours of the enployee's
tour of duty while he or she is in an official travel status, whether
perform ng actual duty or not.

(3) Absence on Leave. An enployee is entitled to a night pay
differential for a period of paid sick or annual |eave only when the tota
anmount of that leave in a pay period, including both night and day hours, is
| ess than 8 hours. However, this restriction does not apply to such areas as
mlitary | eave, court |eave, or excused absence.

(4) Tenporary Assignnent to Different Tour of Duty. An enployee is
entitled to a night pay differential for night work actually perfornmed when
the enpl oyee is tenporarily assigned to a tour of duty other than his or her
own. This tenmporary change in a daily tour of duty within the enpl oyee's
regul arly schedul ed adm ni strative workweek is distinguished froma period
of irregular or occasional overtinme work.

(5) Relation to Overtinme, Sunday, and Holiday Pay. N ght pay
differential is in addition to overtinme, Sunday, or holiday pay, and it is
not included in the rate of basic pay used to compute the overtine, Sunday,
or holiday pay.

5. Hol i day Work

a. Hol i day Wrk. Nonovertine work perfornmed by an enpl oyee during the
hours of a regularly schedul ed tour of duty on a day designated as a Federa
hol i day.

(1) Full-Time Enpl oyees. An enployee on a full-time work schedul e
who perfornms work on a holiday is entitled to basic pay, plus prem um pay at
a rate equal to basic pay, for work that is not in excess of the enployee's
work schedule for that day. For hours worked on a holiday in excess of the
work schedule, a full-tinme enployee is entitled to overtime pay under
appl i cabl e provisions of |aw

(2) Part-Tine Enpl oyees. Part-time enpl oyees receive holi-day
prem um pay for work performed during hours of duty regularly scheduled to be
wor ked on the holiday. A part-tinme enployee nust work on the actual cal endar
hol i day, and not on an "in lieu of day" to receive entitlenment to holiday
prem um pay. Wiere work is required in excess of the regularly schedul ed
daily tour, paynent for the excess hours are paid at straight time or
overtine rates, depending on whether the excess hours are nonovertine hours
or overtime hours.
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(3) Intermttent Enpl oyees (WAE' s). Holiday work performed by
intermttent enpl oyees is conpensated at straight tinme or over-tine rates, as
appropri ate.

b. Mninum Credit for Holiday Wirk. An enployee who is entitled to
hol i day prem um pay and who is required to report for work on a holiday is
entitled to pay for at least 2 hours of holiday work.

c. Holiday Wirk Ordered. An enployee is not entitled to receive pay for a
holiday if he or she fails to report for work on a holiday when ordered to do
so, unless subsequent investigation of the circunstances warrants an excuse
of the absence.

6. Sunday Wor k

a. Full -Time Enpl oyees. A full-time enployee is entitled to pay at his or
her rate of basic pay plus premiumpay at a rate equal to 25 percent of his
or her rate of basic pay for each hour of Sunday work which is not overtinmne
work and which is not in excess of the enployee's regularly schedul ed tour of
duty for the workday which begins or ends on Sunday.

b. Part-Tinme and Intermttent Enpl oyees are not entitled to prem um pay
for Sunday work; only full-tinme enployees are so entitl ed.

c. Hours Payable. Sunday pay entitlenent is restricted to hours of work
actually perfornmed up to 8 hours of straight time work in a regular work
shift or 9 hours in a 5-4/9 conpressed work schedule. When an enpl oyee has
two separate tours of duty on Sunday (e.g., a tour of duty that begins on
Sat urday and ends on Sunday and another tour of duty that begins on Sunday
and ends on Monday), the enployee is entitled to prem um pay for Sunday work
t hat does not exceed the regularly schedul ed hours for each tour of duty.
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TITLE 5

FLSA

EMPLOYEES COVERED

EXEMPT

NONEXEMPT

VWHEN |'S OVERTI ME PAI D?

REGULAR WORK SCHEDULE:

WORK OVER 8 HOURS A DAY
OR 40 HOURS A VEEK.

5-4/9 WORK SCHEDULE:

WORK OVER 9 HOURS A DAY
OR 80 HOURS I N A PAY
PERI OD.

FI RST 40 WORK SCHEDULE:

WORK OVER 40 HOURS I N THE
ADM NI STRATI VE WORKWEEK.

REGULAR WORK SCHEDULE:

WORK OVER 8 HOURS A DAY OR
40 HOURS A WEEK.

5-4/9 WORK SCHEDULE:

WORK OVER 9 HOURS A DAY OR
80 HOURS IN A PAY PERI OD.

FI RST 40 WORK SCHEDULE:

WORK OVER 40 HOURS I N THE
ADM NI STRATI VE WORKWEEK.

HOURS COVERED?

HOURS | N PAY STATUS

HOURS | N PAY STATUS

WORK HOURS EXCLUDED?

LWOP

MEAL PERI CDS
SUSPENSI ONS

OT' DURI NG TRAI NI NG

LWOP

MEAL PERI CDS
SUSPENSI ONS

OT' DURI NG TRAI NI NG

VWH CH OVERTI ME HOURS
ARE COVPENSABLE?

OFFI G ALLY ORDERED OR
APPROVED.

SUFFEREDY PERM TTED

RATE OF OVERTI ME PAY?

1 1/2 TIMES THE "BASI C
RATE" OF PAY. HOURLY
OVERTI ME PAY CANNOT
EXCEED THE EQUI VALENT
PAY OF GS-10, STEP 1.
AGGREGATE RATE FOR
ANY PAY PERI CD CANNOT
EXCEED THE EQUI VALENT
MAXI MUM PAY OF A

GS- 15.

1 1/2 TIMES THE REGUJ LAR
RATE OF PAY. THERE ARE NO
MAXI MUM EARNI NG

LI M TATI ONS UNDER FLSA.

Figure 4-1, Overtinme (OI) and Conpensatory (Conp) Tinme Wrk
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CHAPTER 5

PAY CODE AND DEFI NI TI ONS

Title 5, Chapter 16, Federal Personnel Manual Suppl ement 990, and

Defense Civilian Pay System Users Manual)

Codes

a. Regul ar

CODES

Pay

DEFI NI TI ONS

RG

RF

RS

SG

SF

SS

ST

b

C.

Straight time pay for graded enpl oyees regardl ess of
regul ar schedul ed hours wor ked.

Straight time pay for ungraded enpl oyees who either
work or should be paid first shift.

Strai ght tinme pay for ungraded enpl oyees who either
wor k or shoul d be paid second shift. (The 7 1/2-per-
cent shift pay is paid based on Shift Code 2, not Code
RS.) To receive second shift pay the mgjority of their
regul ar work hours nust fall between 1500 and 2400.

Strai ght tinme pay for ungraded enpl oyees who either
work or should be paid third shift. (The 10-percent
shift pay is paid based on Shift Code 3, not Code RT.)
To receive third shift pay the mgjority of the regu-

[ ar work hours nust fall between 2300 and 0800.

Regul ar - Emergency Tine. Can be input for enpl oyee
when situation precludes receipt of actual tine T&A

Sunday Preni um Pay

Sunday pay for full-tinme graded enpl oyees when Sunday
is a regularly schedul ed workday during the adm nis-
trative workweek. DCPS will edit to ensure that Sunday
premumis payable to this enpl oyee.

Sunday pay for full-tine ungraded first shift enpl oy-
ees when Sunday is a regularly schedul ed workday. DCPS
will edit to ensure that Sunday premiumis payable to

t hi s enpl oyee.

Sunday pay, including shift differential, for full-time
ungraded second shift enpl oyees when Sunday is a regu-
larly schedul ed workday. DCPS will edit to ensure that
Sunday premumis payable to this enpl oyee.

Sunday pay, including shift differential, for full-tinme
ungraded third shift enpl oyees when Sunday is a

regul arly schedul ed workday. DCPS will edit to ensure
that Sunday premiumis payable to this enpl oyee

Hol i day Prem um Pay

1
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HG Hol i day pay for graded enpl oyees who work on a holi day.
HF Hol i day pay for ungraded first shift enpl oyees who

work on a hol i day.

HS Hol i day pay plus shift differential for ungraded second
shift enpl oyees who work on a holi day.

HT Hol i day pay plus shift differential for ungraded third
shift enpl oyees who work on a holi day.

HC Hol i day work cal | back during regularly schedul ed work
hours. The actual time worked nmust be entered to
ensure correct calculation of pay. The systemwl |
determ ne the difference between the actual tine worked
on cal | back and the 2-hour mninmumentitlenent under
Title 5 and will pay accordingly. The systemwl |
default to the shift code assigned unless a tenporary
shift override is input.

NOTE: If an enployee is scheduled to work on a Sunday, which is also the
enpl oyee' s holiday, the holiday pay type code (H) is input in lieu of the
Sunday pay type code (S). The systemwi |l pay both the Sunday and the
hol i day.

d. Leave Hours Paid

LA Annual Leave. This code can be reported with injury
nunber if enployee wants to use annual |eave intermt-
tently with "LT" traumatic injury, continuations of pay
(COP) during the 45-day eligibility.

LB Advanced Annual Leave. This code is used only if the
enpl oyee has filled out all the proper paperwork and
been approved advanced annual | eave.

LC Court Leave. This code is used when an enpl oyee is
absent fromwork for the reason of jury duty or for
attending judicial proceedings in a nonofficial capa-
city as a witness on behalf of a state or |ocal gov-
ernment and defined in Federal Personnel Manua
Suppl enent 990-2, Book 630, Absence and Leave,
Subchapt er S10, Court Leave.

LG Advanced Sick Leave. To use this code the enpl oyee
nmust apply and be approved for advanced sick | eave.

LH Hol i day Leave. Enployees with alternate work schedul e
(AW5) codes 0, 2, 6, and 8 (fixed tours) wll have
hol i day | eave set in their scheduled tour if the
hol i day occurs on their regularly schedul ed workday
except Fire Protection personnel (AWs 0). |If the
hol i day occurs on a nonschedul ed wor kday, the holiday
| eave code nust be entered on the designated "in lieu of"
hol i day. The nunber of holiday | eave or holiday worked
hours for AWS code 6 cannot exceed 8 hours.
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NOTE: Firefighters are not eligible for holidays. Fire Chiefs/

I nspectors can be entitled to holiday absences, but the systemw || not
generate and display the "LH' for that day. |If a Fire Chief/lInspector should
be paid for a holiday absence, code "LH' nust be entered as an exception. No
Fire Protection personnel (Enployee Type Codes F or X) will be allowed to
enter a holiday worked code "HG' or "HC. "

For enpl oyees with AWS codes 4, 5, 7, and E (nonfixed tours) the holiday
| eave code nust be entered as an exception to the normal work schedul e for
the total hours, not to exceed 8 hours.

The nunber of holiday | eave or holiday worked hours for AWS code 8 cannot
exceed schedul ed hours for that day.

LJ Shore Leave.
LK Honme Leave
LM Mlitary Leave. An enployee can use up to 15 days

mlitary leave in a fiscal year plus the remaining

days fromthe prior fiscal year but not to exceed

30 days in a fiscal year. Enployees using this code
MUST bring a certified copy of their mlitary orders to
their Payroll Ofice as soon as possible after the com
pl etion of their duty.

LN Adm nistrative Leave. This code nay al so be used for
part-tine enpl oyees who should be paid "in lieu of"
hol i day. The hours entered on the tinme sheet mnust
match with the schedul ed hours for that day.

LP Rest ored Annual Leave Account #3. |If the enpl oyee's
annual | eave balance is insufficient to cover reported
annual |eave and restored | eave accounts #1 and #2 are
insufficient, the systemw ||l default to this code. At
the end of the | eave year any remaining balance will be
noved to Leave Code LQ

LQ Restored Annual Leave Account #2. |If the enpl oyee's
annual | eave balance is insufficient to cover reported
annual |eave and restored | eave account #1 is insuffi-
cient, the systemw ||l default to this code. At the

end of the | eave year any renmining balance will be
noved to Leave Code LR

LR Rest ored Annual Leave Account #1. This is the ol dest
account in the enployee's |eave record and is the
account that will be defaulted to when the annual |eave
bal ance is insufficient to cover annual |eave reported
via T&A. At the end of the |eave year of forfeiture,
any bal ance remaining in this account will be forfeited and
cannot be restored again.

LS Sick Leave. This code nay be reported with injury
nunber if enpl oyee wants to use sick |leave intermt-
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LT

LU

LV

LX

LY

tently with "LT" traumatic injury COP during 45-day
eligibility.

Absence because of a traumatic injury covered under the
provisions of COP. Do not use on the date of injury.

Hours of nonwork due to Traumatic Injury chargeable to
Adm ni strative Leave. USE ONLY ON THE DATE CF | NJURY
LU can be reported w thout hours.

Excused absence on a regul arly schedul ed workday such
as excused absence due to tardiness.

Peri ods of nonwork which are payable under Title 5,
such as date of death.

LY Time Of Leave Award. This code is used to grant

enpl oyees tine off as an incentive award in recognition
of superior acconplishnment. An SF-50, Notification of
Personnel Action nust be processed awardi ng the TIME OFF
AWARD.

e. Leave Hours-Nonpaid

KB

KC

KD

KE

KG

Leave Wthout Pay. This is an authorized nonpaid
absence at the request of the employee. It is also the
nonpay code used in the | eave conversi on process when
there is insufficient annual or sick |eave bal ances to
cover the period of |eave used.

Suspension. This nonpay code is used for adverse
actions directed by managenent for disciplinary rea-
sons. This action is docunented on an SF-50 and posted
to the retirenent card

This is an unauthorized absence, AWOL.

Enpl oyee is in a nonpay status due to receiving
conpensation fromthe O fice of Wirker's Conpensati on
Progranms (OACP).

Fur | ough- Lack of Work

Mlitary Furl ough.

f. Overt

i me

Schedul ed overtinme worked by graded and ungraded
enpl oyees. This overtinme nmust be scheduled in
advance as defined in reference (d) Suppl enent 610.

G aded enpl oyees' night differential, if appropriate
i s payabl e on schedul ed overti ne.

Ungr aded enpl oyees' shift differential entitlenent

is determ ned and set by the system |[If the overtine
was worked on a regularly schedul ed workday, then the
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shift code for the regular workday is used to conpute
the overtine rate. |If the overtine was worked on a
nonwor kday, then the shift code on the regul ar workday
precedi ng the day of overtinme worked is used to compute
the overtinme pay rate.

U Unschedul ed overtine worked by graded and ungraded
enpl oyees when the overtine work was inmedi ately before
or after a regularly schedul ed tour of duty on a regu-
| ar workday. When the unschedul ed overtine is not
i mredi ately before or after a regular tour or on a
nonwor kday, Code OC nust be used. (This overtinme is
reported when the overtine was not schedul ed i n advance
for regular workdays as defined in FPM 610.)

NOTE: This code is also used to report additional hours worked for which an
annual premiumis paid for adm nistratively uncontrollable hours. These
hours are required to calculate FLSA correctly for Law Enforcement O ficers
and ot her enpl oyees who receive this annual prem um

Ni ght differential for graded enpl oyees is not payable on unschedul ed
overtine.

Shift differential entitlenent for ungraded enployees is determ ned and set
by the system

oX Unschedul ed Overtinme Exception. This code can be used
on a nonschedul ed workday. This code is also used to
report overtinme for enployees on an intermttent work
schedul e.

NOTE: This code is also used to report overtinme for intermttent WAE
per sonnel

oC Overtine cal |l back worked by graded and ungraded
enpl oyees. The actual tinme worked nust be entered
to ensure correct cal culation of pay for FLSA

NOTE: This code is also used to report additional hours of work for an

enpl oyee required to return to his or her place of work on a regul ar workday.
The systemw || determne the difference between the actual tinme worked on
cal | back and the 2-hour m nimumentitlenent under Title 5 and will pay
accordingly. The systemw || determ ne which shift is payable to ungraded
enpl oyees who work overtinme call back

oA Addi ti onal FLSA Hours. This code is used when the
hours are considered "hours of work" under FLSA but not
under Title 5. This includes tine spent traveling dur-
ing regular hours of work

ON Overtine Schedul ed Not Wirked. This entitlenment exists
when an enpl oyee was unabl e to work schedul ed overtine
because of military | eave, court |eave, or traumatic
injury | eave. These hours are not used to cal cul ate
FLSA overtine for conparison to Title 5 pay.
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g. Conpensatory Hours

CcC Compensatory Tinme Callback. |Input the actual tine
worked. If the actual tine worked is |ess than the
2-hour minimum the systemw || calculate the differ-
ence between actual tine and 2 hours for pay purposes as
applicable and will record 2 hours to the conpensa-
tory time bal ance.

CE Conpensatory Tine Earned. This is the actual nunber of
hours worked as irregular or occasional overtine that
are entered in the enpl oyee's conpensatory earned
account to be used at a later tinme as conpensatory tinme
of f.

CcT Conpensatory Tine Taken. This is conpensatory tinme off
in lieu of paynment for an equal nunber of irregular or
occasi onal overtime hours.

CA Rel i gi ous Conpensatory Tinme Taken. This code wl|
reduce any avail able earned religious tine balance. |If
no bal ance of earned hours is available, up to 40 hours will
be advanced.

CR Rel i gi ous Conpensatory Tinme Earned. This is tine
wor ked at the request of the enployee to offset tine
off for religious reasons. |f the religious conpensa-

tory balance is a credit anmount, this time worked wll
reduce the credit; if the balance is not a credit it
will increase the balance. |If the enpl oyee separates
wi th an unused bal ance, the balance is paid as part

of lump sumat the straight tine rate since the tine
wor ked was at the enpl oyee' s request.

CcD Credit Hours Earned. Enployees nmust have an alternate
wor k schedule of 1 through 5 and be approved at activity |evel.
These are hours worked by enployees on a flexible work schedul e.
They are hours in excess of the basic work requirenents, but
within the tour of duty. Credit hours are distinguished fromovertine
hours in that they do not constitute overtine work that is
officially ordered by managenent. Credit hours are worked at the
option of the enployee and are not includable for FLSA
cal cul ati ons.

CN Credit Hours Used. This code will reduce any avail able
credit hours earned bal ance by the ambunt used. |f
credit hours used are not covered by credit hours
earned, the systemw ||l follow normal conversion
sequence starting with annual | eave.

2. Envi ronmant al / Hazar d Codes
CODES:
ENVI ROVENTAL (GS/ W5 - PAY STATUS) GS Per cent W5 Per cent
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FC

FD

FE

FF

FG

FH

Fl

FK

FL

FM

FN

FP

FR

FS

FT

FU

FV

FW

FX
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DUTY ABOARD SUBMERGED VESSEL 25 50

EXPLCSI VES AND | NCENDI ARY

MATERI AL - H GH DEGREE 25 8

EXPLCSI VES AND | NCENDI ARY
MATERI AL - LOW DEGREE - - 4

PO SONS (TOXI C CHEM CALS) -

H GH DEGREE 25 8

PO SONS (TOXI C CHEM CALS) -

LOW DEGREE - - 4
M CRO ORGANI SMS - HI GH DEGREE 25 8
M CRO ORGANI SMS - LOW DEGREE - - 4
PRESSURE CHAMBER AND
CENTRI FUGAL STRESS 25 8
THERMAL- CHAMBER TEST 25 - -
WORK | N FUEL STORAGE TANKS 25 8

ENVI ROVENTAL (GS/ WG - PAY STATUS)
( CONTI NUED)
GS Percent WG Per cent
FI REFI GHTI NG - H GH DEGREE 25 25
FI REFI GHTI NG - LOW DEGREE 25 8
EXPERI MENTAL LANDI NG RECOVERY

EQUI PMENT TESTS 25 8
LAND | MPACT OR PAD ABORT OF
SPACE VEH CLE 25 8
MASS EXPLGCSI VES AND/ OR
| NCENDI ARY MATERI AL - - 4
DUTY ABQARD Al RCRAFT CARRI ER 25 4
PARTI Cl PATING IN M SSI LE LIQUI D

OR SOLI D PROPULSI ON SI TUATI ONS 25 8
Dl VER- TENDER PAY - - *100
ASBESTCS 8 8
DI VI NG 25 **175
VWORKI NG | N PRESSURI ZED SONAR
DOVES 8 - -
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FY -

FZ -

WORKI NG | N NONPRESSURI ZED SONAR
DOVES

EXPERI MENTAL PARACHUTE JUMPS

4

25

*100 PERCENT OF SECOND STEP OF A WG 10 WLL BE PAID IN LI EU OF THE SCHEDULED

RATE OF EMPLOYEE (UNLESS SCHEDULED RATE IS H GHER)

**175 PERCENT OF SECOND STEP OF W5 10 WLL BE PAID IN LI EU OF THE SCHEDULED

RATE OF EMPLOYEE (UNLESS SCHEDULED RATE | S H GHER).

ENVI ROVENTAL (GS - PAY STATUS/ W5 - ACTUAL EXPOSURE)

EA -

EB -

EC -

ED -

EF -

EH -

EK -

EL -

EM -

EN -

EP -

ER -

ES -

ET -

FLYI NG

H GH WORK

FLOATI NG TARGETS

Dl RTY WORK

ENVI ROVENTAL (GS - PAY STATUS/ WG - ACTUAL EXPOSURE)

( CONTI NUED)

COLD VWORK
HOT WORK
VELDI NG PREHEATED MATERI ALS

M CRO- SOLDERI NG OR W RE VEELDI NG
AND ASSEMBLY

EXPOSURE TO HAZARDQUS
WEATHER OR TERRAI N

UNSHORED WORK

GROUND WORK BENNETH HOVERI NG
HELI COPTER

HAZARDQUS BQARDI NG CR LEAVI NG
OF SURFACE CRAFT

CARGO HANDLI NG DURI NG LI GHTERI NG
OPERATI ONS

DUTY ABOARD SURFACE CRAFT
WORK AT EXTREME HEI GATS
FI BROUS GLASS WORKS

H GH VOLTAGE ELECTRI CAL ENERGY

5-8

25 100
25 25
- - 15
-- 4
GS Percent WG Per cent

-- 4

4 4
-- 4
-- 4
25 25
25 25
25 15
25 15
25 8
25 15
- - 50
- - 6
- - 50
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EW - WELDI NG CUTTING OR BURNING IN
CONFI NED SPACES -- 6

REPRESENTATI ONAL HOURS

BA - NEGOTI ATI ONS

BD - LABOR/ MANAGEMENT RELATI ONSHI P

BK - GRI EVANCE AND APPEALS

OFFI G AL TI ME ALLOTED EMPLOYEES FOR UNI ON AND OTHER REPRESENTATI ONAL

FUNCTI ONS AND W LL BE REPORTED IN THE (HAZ CODE) FlI ELD AS AN EXCEPTI ON ON THE
T1 MECARD.

5-9



NAWCWPNSI NST 7420. 1
09 Mar 1998

CHAPTER 6
ALTERNATE WORK SCHEDULE ( AW5) CODES AND DEFI NI TI ONS
(Ref: Title 5, Chapter 16, Federal Personnel Manual Supplenment 990, and
Defense Civilian Pay System Users Manual)

1. Al ternate Wrk Schedul es

CODES DEFI NI TI ONS

0 Not on AWS These enpl oyees have a standard wor kweek schedul e
that consists of 8-hour days, 40 hours each week, and
80 hours biweekly. This code is also used for all Fire
Protecti on personnel working tours that consist of 8,
9, 12, or 24 hours a day, 56 or 60 hours each week, and
112, 120, or 144 hours biweekly. In and out time is
fixed. Overtime is paid after 8 hours a day for any

enpl oyee.
4 Variable ONLY- NONEXEMPT EMPLOYEES
Week Enpl oyee has a 10-day, 80-hour biweekly schedul e

Schedul e

a. Schedule. A full-tinme enployee has a basic work
requi renent of 80 hours a biweekly pay period. For a
part-tine enpl oyee, the basic work requirenment is the
nunber of hours the enployee is scheduled to work in
the bi weekly pay period.

b. Cedit Hours. Enployees under variable week sched-
ule may accumul ate credit hours to a maxi mum of 24.
Credit hours are considered a part of the basic work
requi renent (nonovertinme work) in the biweekly pay
period to which they are applied. An enployee is
entitled to his or her basic rate of pay for credit
hours. Credit hours are paid at the enpl oyee' s current
hourly rate on separation

c. Overtine. Payable for work authorized in excess of
8 hours in a day or 80 hours biweekly.

d. FLSA FLSA calculations will be perforned on work
i n excess of 80 hours biweekly when the FLSA exenption
code i s nonexenpt (N)

NOTE: Only enpl oyees on a flexible schedule are entitled to
credit hours.

5 Maxiflex Enployees who are part-tinme and have a bi weekly sched-

VWor k ule of 64 hours or |ess.
Schedul e
NOTE: THIS CODE IS NOT FOR GENERAL USE. It is only to be used

by part-tine enpl oyees to ensure proper paynent.

6 Conpressed Enpl oyees have a fixed 80-hours biweekly schedule in
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Wor k
Schedul e

7 First
Forty

Not e:

| ess than 10 workdays. This code is also known as
5-4/9.

a. Schedule. A full-time enployee has a basic work
requi renent of 80 hours in a biweekly pay period that

i s schedul ed over a period of less than 10 days. For a
part-tine enpl oyee the basic work requirenent is |less
than 64 hours in the biweekly pay period that is sched-
uled over a period of less than 10 days.

b. Cedit Hours. Enployees under CA5 are not
aut hori zed credit hours.

c. Overtinme. Payable for work authorized in excess of
t he hours schedul ed for the particul ar workday.

d. FLSA  FLSA calculations will be perforned when the
enpl oyee's FLSA exenpti on code i s nonexenpt. The FLSA
calculation will be performed for nonexenpt enpl oyees
who work in excess of 80 hours biweekly.

The enpl oyee has a basic wor kweek requirenment of 40
hours each week and 80 hours biweekly. The nunber of
hours in a day can vary (0-24) with managenent
approval .

Overtine and conpensatory time earned can be reported
after 40 hours of regular tinme has been reported.

Enpl oyees with this code in their schedule record are
not on an alternate work schedul e.

8 Conpressed The enpl oyee has a basic wor kweek requirenment of 40

Wor k
Schedul e

E Maxi
Exenpt

NOTE:

hours each week and 80 hours biweekly. The nunber of
regul ar hours each workday nust be schedul ed. Four
10- hour days = 40-hour week.

Bl VEEKLY EXEMPT EMPLOYEES

This is the sane as AW5 5 except that "E' is used when
the activity directs or requests the enpl oyee to work
nore than 40 hours a week under naxiflex work  schedul e.
Extreme care shoul d be used when assigni ng enpl oyee

this AWS

The only copetency approved to use this code is Quality
of Life, Moral Wlfare and Recreation (MAR)-Child Care.

a. FLSA. Under these circunmstances FLSA will be com
puted on a weekly basis and all regular hours in excess
of 40 hours a week will be used when cal cul ati ng FLSA
entitlenent. It should be enphasized that FLSA overtine
entitlenent will be paid for all hours in excess of

40 hours weekly.

2. Wor k Schedul e

a.

maj or

A copy of NAWCWPNS 7420/ 3, Work Schedul e Change is on page 6-4.

part of the tinmekeeper's duties is the preparation of enpl oyee
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ti mesheets. Accurate tinesheets are necessary for enployees to be paid
correctly. Changes that affect this time and attendance data can al so affect
their pay (a shift change, for exanple).

b. The work schedul es contain the enpl oyee's workdays and shift code,
schedul ed night differential, and AWs code, a status code, a standing JON
and other pertinent information. This schedule record is used to validate
t he enpl oyee's T&A that the payroll clerks will enter fromthe timesheets.
The concept of the work schedule is very inportant for the tinekeepers to
under st and because the stored schedul e has a trenendous inpact on the enpl oy-
ee’'s entitlements. It is very inportant that any schedul e change be reported
to the I ocal PSO as quickly and accurately as possible so that the changes
can be entered into the system before T&A processing for the start of the
ef fecti ve pay period.

C. The NAWCWPNS 7420/ 3 is designed for reporting change to the
enpl oyee's schedule to the PSO This is not a tinesheet! Tinmekeepers wll
use the NAWCWNS 7420/3 to report changes to enpl oyees' schedules, as well as
to report a new hire enployee's work schedule to the PSO. A NAWWPNS 7420/ 3
is required to report enployees’ T&A, related data changes, and when the
foll owi ng data el enents change:

(1) T&A status code.

(2) AW code.

(3) Hours of work.

(4) Assigned shift code.

(5) Night differential

(6) Standing job order nunber.

(7) Sunday prem um pay.
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NAWCWPNS WORK SCHEDULE CHANGE

Privacy Act Statement on reverse side.

SOCIAL SECURITY NUMBER

EMPLOYEE NUMBER

ACTIVITY UIC

EMPLOYEE'S NAME

HOURS OF WORK

TO

DISTRIBUTION (Work center
codg

EFFECTIVE DATE

T&A STATUS CODE

(A)

AWS CODE

(B)

PLATOON ROTATING CODE

PAY PERIOD TOUR OF DUTY

SUNDAY MONDAY TUESDAY | WEDNESDAY THURSDAY FRIDAY SATURDAY YE;’Q‘E?NL
WEEK 1 © G| ©
SHIFT (D)
NIGHT DIFF (B
WEEK 2
SHIFT
NIGHT DIFF

STANDING JOB ORDER NUMBER

)

UNGRADED EMPLOYEES (Rotating shift

@)

©)

REMARKS

DATE SUBMITTED

SUPERVISOR'S NAME
(Print)

TIMEKEEPER'S NAME

SUPERVISOR'S SIGNATURE

TIMEKEEPER'S PHONE

NAWCWPNS 7420/3 ( 8-93)
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3. Directions on How to Conpl ete a NAWOWPNS 7420/ 3, Wrk
Schedul e Change

a. Enter social security nunber, enployee nunber (pay
nunber), activity UC (unit identification code), enployee's name, hours of
work, and distribution. This information nust be provided to ensure the
enpl oyee receives proper paynent.

b. Effective Date: Enter the effective date in this field. Renenber
that this is the date the schedule goes into effect. |In nost cases this wll
be the begi nning of a pay peri od.

C. T&A Status Code: Tinmekeepers are cautioned when using this field.
The T&A status code block is used to report changes to an enpl oyee's T&A
status. If the enployee is still enployed at NAWCWNS, the T&A status will
be “A’ for active. There are two additional T&A status codes that can be
used; they are: "P" for date of separation, and "X' for deceased.

A “P" status code is effective on the enpl oyee's date of
separation. An "X' status code is effective on the day of the enployee's
deat h.

d. AW Code: Enter the appropriate work schedul e code using the "Wrk
Schedul e and Definitions"” of this manual

e. Pl at oon Rotating Code: LEAVE BLANK. This code is not currently
used at NAWCWPNS

f. Tour of Duty: The pay period tour of duty section is conpleted
when the enpl oyee is scheduled to work different days,
a different nunber of hours per day, a different shift or different hours of
night differential. The enployee's daily hours are entered on |ines WEEK 1
and WEEK 2. The shift code for each workday is entered on the SH FT |i nes.
The nunber of night differential hours for a graded enpl oyee are entered on
the NIGHT DI FF |ines.

The tour of duty for the entire pay period nust be shown. PARTI AL
SCHEDULES CANNOT BE PROCESSED. A part-tinme enpl oyee who has a Part-Tine
Career Act (PCA) status = "Y" cannot have a
schedul e greater than 64 hours per pay period. (These are enpl oyees who have
not worked part-tinme continuously starting before 8 April 1979.)

g. Standi ng Job Order Number: DCPS has the capability to store a
| abor charge code for each enployee. This nunber identifies to which
"account" a specific job, or group of jobs, will be charged. 1In DCPS this
nunber is called the standing JON
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A NAWCWPNS 7420/ 3 MUST be conpleted and submitted to the | ocal PSO
when an enpl oyee is changing his or her standing JON
NAWCWPNS WORK SCHEDULE CHANGE Pri .
rivacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
@ @ @
EMPLOYEE'S NAME HOURS OF WORK DIE;RIBUTION (Work center
@ @ TO @ @
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
(b) (©) (d) (e)
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY [WEDNESDAY THURSDAY FRIDAY SATURDAY YESPAYNO
WEEK 1 X
SHIFT
NIGHT DIFF (f)
WEEK 2 X
SHIFT
NIGHT DIFF
STANDING JOB ORDER NUMBER
C)]
UNGRADED EMPLOYEES (Rotating shift
@ @ ®
REMARKS
DATE SUBMITTED (SPU_PERVISOR'S NAME TIMEKEEPER'S NAME
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE

NAWCWPNS 7420/3 (8-93)
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TH RD SH FT UNGRADED W5 EMPLOYEE:

In this exanple, the ungraded enpl oyee’ s schedul e has been changed, effective
18 Novenber 1985, to third shift hours (2300-0730), Sunday through Thursday,
Week 1, Sunday through Thursday, Wek 2. Although this schedule goes into
effect in the mddle of the pay period, DCPS will track the schedul e changes
and will inplenent the correct week of the new schedul e based on the effec-
tive date.

NAWCWPNS WORK SCHEDULE CHANGE Pri !
rivacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DIS;')RIBUT\ON ( Work center
co
JOHN DOE 2300 TO 0730 760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 0
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY |WEDNESDAY THURSDAY FRIDAY SATURDAY YESPAYNO
WEEK 1 8 8 8 8 8
SHIFT 3 3 3 3 1 N
NIGHT DIFF
WEEK 2 8 8 8 8 8
SHIFT 3 3 3 3 1 N
NIGHT DIFF
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES (Rotating shift
@) (2 ()]
REMARKS
EMPLOYEE HAS A 1/2- HOUR LUNCH FROM 0300 TO 0330
DATE SUBMITTED SUPERVISOR'S NAME TIMEKEEPER'S NAME
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 (8-93)

NI GHT DI FFERENTI AL FOR GRADED (GS AND DEMO) EMPLOYEES:
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The NI GHT DI FF hours block is used to show a change in the nunber

of night differential hours pay per day a graded enpl oyee may be entitled to
receive. These hours are schedul ed regular hours to be worked between 1800-
0600. The fields are conpleted when the enpl oyee’s entitlenent changes,
based on a change in schedule or transfer to a new activity.

In this exanple, the graded enployee’s tour of duty is not chang-ing, only
the hours of work. H's new hours of work (1400-2330) Monday through

Thur sday, Week 1 and Week 2, (1500-2330) Friday, Wek 2. This nmeans that he
shoul d receive 5 hours of night differential pay every day.

NAWCWPNS WORK SCHEDULE CHANGE Privacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC

123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DISTRIBUTION ( Work center

JOHN DOE 10 “* 760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE

11/18/85 A 6
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY | WEDNESDAY THURSDAY FRIDAY SATURDAY YESP YNO
WEEK 1 9 9 9 9
SHIFT
NIGHT DIFF 5 5 5 5 N
WEEK 2 9 9 9 9 8
SHIFT
NIGHT DIFF 5 5 5 5 5 N
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES (Rotating shift
1 @ @)
REMARKS
TOUR OF DUTY:
FRIDAY
1500-2230
** EMPLOYEE HAS 1/2-HOUR LUNCH FROM 1800-1830
DATE SUBMITTED SUPERVISOR'S NAME TIMEKEEPER'S NAME
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)

CHANGE OF NI GHT DI FFERENTI AL HOURS FOR A GRADED EMPLOYEE:
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Thi s graded enpl oyee is changing his hours of work. Wth his new hours of
work he would be entitled to a different anount of hours of night
differential on different days.

NEW HOURS: Monday - Tuesday
1500 - 0030

Wednesday - Thur sday
1100 - 2030

Fri day
1600 - 0030

NAWCWPNS WORK SCHEDULE CHANGE

Privacy Act Statement on reverse side.

SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DISTRIBUTION ( Work center
co
JOHN DOE TO 760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 6
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY | TUESDAY |WEDNESDAY THURSDAY| FRIDAY | SATURDAY YESP KO
WEEK 1 9 9 9 9
SHIFT
NIGHT DIFF 6 6 25 25 N
WEEK 2 9 9 9 9 8
SHIFT
NIGHT DIFFE 6 6 2.5 2.5 6 N
STANDING JOB ORDER NUMBER
9876543ABC

UNGRADED EMPLOYEES (Rotating shift
1

@ ©)]

REMARKS

TOUR OF DUTY:

MONDAY - TUESDAY
1500-0030

WEDNESDAY - THURSDAY
1100-2030

FRIDAY
1600-0030

** EMPLOYEE HAS 1/2- HOUR LUNCH FROM 1800-1830

DATE SUBMITTED SUPERVISOR'S NAME TIMEKEEPER'S NAVE
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)

SUNDAY PREM UM PAY:
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Payroll will need to know if a graded enpl oyee or an ungraded enpl oyee

wor ki ng second or third shift will be entitled to Sunday prem um pay because
of the hours of work schedul ed for Saturday. |If Saturday’s regularly
schedul ed tour of duty hours cross midnight, the ti mnekeepers should place a
“Y” in the SUNDAY PAY bl ank(s). The “Y" will cue the payroll clerk to enter
the indicator that will permt Sunday premumto be paid. |If thereis no “Y”
on the schedul e change form the enployee will not automatically receive the
Sunday prem um

SUNDAY PREM UM PAY FOR UNGRADED EMPLOYEE:

In the follow ng exanpl e, the ungraded enpl oyee’s second shift hours of work
will be 1700-0300. The enployee is entitled to Sunday preni um pay because
his Saturday hours carry over into Sunday.

NAWCWPNS WORK SCHEDULE CHANGE Privacy Act Statement on reverse side.
SOCIAL SECURITY NUVBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK 'DISTRIBUTION ( Work center
JOHN DOE 1700 T0 0300 “*  760000D
EFFECTIVE DATE T&A STATUS CODE "AWS CODE PLATOON ROTATING CODE
11/18/85 A 0
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY |WEDNESDAY THURSDAY FRIDAY SATURDAY VEs PAYNO
WEEK 1 8 8 8 8 8
SHIFT 2 2 2 2 2 Y
NIGHT DIFF
WEEK 2 8 8 8 8 8
SHIFT 2 2 2 2 2 Y
NIGHT DIFF
["STANDING OB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES (Rotating shift
(bl @ @)
REMARKS
DATE SUBMITTED SUPERVISOR'S NAVE TIMEKEEPER'S NAVE
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)

SUNDAY PREM UM PAY FOR GRADED EMPLOYEES:

In the exanple below, the change in the graded enpl oyee's hours
of work make himeligible for 8 hours of night differential. H's hours of
work cross mdnight on Saturday so he is eligible for Sunday prem um
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NAWCWPNS WORK SCHEDULE CHANGE Pri )
rivacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK D\g'gRIBUT\ON (Work center
code)
JOHN DOE 1800 T0 0300 760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 0
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY |WEDNESDAY THURSDAY FRIDAY SATURDAY YESP YNO
WEEK 1 8 8 8 8 8
SHIFT
NIGHT DIFF 8 8 8 8 8 Y
WEEK 2 8 8 8 8 8
SHIFT
NIGHT DIFF 8 8 8 8 8 Y
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES(Rotating shift
1 @ ®
REMARKS
DATE SUBMITTED (SPUPE)RVISOR‘S NAME TIMEKEEPER'S NAME
rint)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)

AW5S CODE 8 (4-10) WORK SCHEDULE:

The enpl oyee' s schedul e has been changed to the following OA5, as a 4-10 AW5
code, effective 18 Novenber 1985:

Pay peri od Week 1:

6-11
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Week 2: 0700- 1800, Tuesday- Fri day

NAWCWPNS WORK SCHEDULE CHANGE

Privacy Act Statement on reverse side.

SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DI?TR\BUTION ( Work center
JOHN DOE 1800 T0 0300 “®  760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 0
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY [WEDNESDAY THURSDAY FRIDAY SATURDAY YESPAYNO
WEEK 1 10 10 10 10 N
SHIFT
NIGHT DIFF
WEEK 2 10 10 10 10 N
SHIFT
NIGHT DIFF
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES  (Rotating shift
(k) @ ®)

REMARKS

CHANGE IN WORK SCHEDULE ONLY

DATE SUBMITTED (SPUP%RV\SOR‘S NAME TIMEKEEPER'S NAME
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)

AWS CODES 7, AND E:

There is no daily schedul e established for AWS codes 7, and E. The

ti mekeepers will enter the total hours for the week or weeks in the Saturday
hours bl ock(s). The section on AWS codes in Chapter 6 of this manual will
be hel pful when selecting the proper AW code.

6-12



NAWCWPNSI NST 7420. 1
09 Mar 1998

The exanmple below is that of an AWS code 7 (first 40).

NAWCWPNS WORK SCHEDULE CHANGE Pri !
rivacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DIg;')RIBUT\ON ( Work center
co
JOHN DOE TO 760000D
ECT\VE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 70RE
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY |WEDNESDAY THURSDAY FRIDAY SATURDAY YESPAYNO
WEEK 1 40 N
SHIFT
NIGHT DIFF
WEEK 2 40 N
SHIFT
NIGHT DIFF
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES (Rotating shift
(Bhes) @ ®
REMARKS
DATE SUBMITTED SUPERVISOR'S NAME TIMEKEEPER'S NAME
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 (8-93)

AWS CODE 4 (BIVEEEKLY NONEXEMPT) :

6- 13
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NAWCWPNS WORK SCHEDULE CHANGE

Privacy Act Statement on reverse side.

SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK DI?;RIBUTION (Work center
JOHN DOE TO 760000D
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 4
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY [ WEDNESDAY THURSDAY FRIDAY SATURDAY YESPAYNO
WEEK 1 N
SHIFT
NIGHT DIFF
WEEK 2 80 N
SHIFT
NIGHT DIFF
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEES (Rotating shift
) ®3)
REMARKS
DATE SUBMITTED (SPU_PE)RVISOR'S NAME TIMEKEEPER'S NAME
rint)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 (8-93)

AWS CODE 6 (5-4/9):
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The exanmpl e below is the nbst common work schedul e used at NAWCWPNS.

NAWCWPNS WORK SCHEDULE CHANGE Privacy Act Statement on reverse side.
SOCIAL SECURITY NUMBER EMPLOYEE NUMBER ACTIVITY UIC
123-45-6789 12345 (4 or 5 digit number) 063126 or 060530
EMPLOYEE'S NAME HOURS OF WORK D\gTR\BUT\ON (Work center
JOHN DOE eotd 760000D
TO
EFFECTIVE DATE T&A STATUS CODE AWS CODE PLATOON ROTATING CODE
11/18/85 A 6
PAY PERIOD TOUR OF DUTY
SUNDAY
SUNDAY MONDAY TUESDAY | WEDNESDAY THURSDAY FRIDAY SATURDAY YESP YNO
WEEK 1 9 9 9 9 N
SHIFT
NIGHT DIFF
WEEK 2 9 9 9 9 8 N
SHIFT
NIGHT DIFF
STANDING JOB ORDER NUMBER
9876543ABC
UNGRADED EMPLOYEESRotating shift
@ @ ©)]
REMARKS
DATE SUBMITTED SUPERVISOR'S NAME TIMEKEEPER'S NAME
(Print)
11/11/85 JAY SMITH JANE DOW
SUPERVISOR'S SIGNATURE TIMEKEEPER'S PHONE
XXX-XXXX

NAWCWPNS 7420/3 ( 8-93)
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CHAPTER 7
NAWCWPNS T1 MESHEET

1. NAWCWPNS Ti mesheet

a. This chapter will provide tinmekeepers with information needed to
prepare a NAWCWPNS 7420/ 1, NAWCWPNS Ti mesheet for further processing of T&A.

b. The NAWCWPNS 7420/1 allows the tinmekeeper to submt T&A exceptions
to schedul ed tours of duty and T&A for enpl oyees who do not have a schedul ed
daily tour (for exanple: AW codes 4, 5, 7, E, and intermttent enployees).
DCPS requirenents for T&A are satisfied within the structure of the NAWWNS
Ti mesheet .

C. The NAWCWPNS 7420/1 will be an original or can be repro-duced, by
ti mekeepers, fromthe server (CL MAINSI TE- Appl e Tal k Zone, 72D Dept Server,
ADM N SUPPORT vol une, Forns folder) or fromthe NAWWNS | nternet Wbsite.

d. VWen received by the tinekeeper, each enployee's tinmesheet wll
have several blocks filled with information retrieved fromthe master
enpl oyee record and schedul e stored i n DCPS.

e. Si nce many enpl oyees change tasks frequently, exceptions and
changes nust be posted daily. For pay to be processed correctly, DCPS
requires accurate accounting for ALL exceptions to the standard tour. For
this reason, the tinekeepers nust ensure that all exceptions are conplete and
correct. Recording the wong JO\, type hour codes, nunber of hours, or night
differential can cause a variety of problens:

(1) LWOP cal cul ated incorrectly.

(2) Leave charged to the wong code or for an incorrect anount.
(3) A holiday converted incorrectly.

(4) Cost charged to the wong JON.

FOR EMPLOYEES TO BE PAI D CORRECTLY, DCPS MUST BE PROVI DED ACCURATE DATA:

Each enpl oyee's ti nesheet nust have the foll ow ng data:
(1) EMPLOYEE ID
(2) BLK (pay bl ock)/GRP (group)
(3) ACT UC (activity unit identification code)
(4) DI ST (distribution)
(5) EMPLOYEE NAME
(6) Period Ending

(7) SEQ NO (sequence nunber, based on nuneric order of the Soci al
Security Numnber)
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(8) SSN (social security numnber)
(9) WORK SCHEDULE

NOTE: Ti mekeepers are to put tinmesheets in sequence nunber order, before
returning themto the Payroll Ofice.

NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
@) )] 3 4) (©)] 6 @
SSN SCHEDULED WK. HRS.
© - WORK SCHEDULE () SUN | MON | TUES | WED | THUR | FRI SAT PUATOON
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR
TYPE SHIFT
GRADED ND WEEK 1
OB ORDER NUVBER WORK | TYPE| HAZ NGHT | SUN | MON | TuEs | wED | THUR | FRI saT | ToTAL
CENTER |coDE|cope| TS | piee 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR | FRI SAT | pLaToON
ROTATION
WEEK 2
JOB ORDER NUMBER WORK | TYPE| HAZ nigHT | SUN | mon [ TuEs | weD | THUR | FRI sAaT | TOTAL
CENTER |coDE |cope| T8 | 'pier 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
N 1 ) O I
N 1 ) O I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
weex week i, oo aendas sy abses o come.
SUN not suffer or permit overtime work other than as required thereon for thig
pay period.
MON 'AUTHORIZED SIGNATURE
TUE
WED
THU DATE PF ‘\‘NJl“JR! (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT") D vES D NS
FRI SUNDAY PAY?
SAT [Jves [Jwno

NAWCWPNS 7420/1 (REV. 1-94)

Each enpl oyee has a schedul ed tour of duty stored in DCPS. Please provide
this information on the tinesheet:

(1) TOUR SUN - SAT (schedul ed nunmber of regular hours by day).
(2) TYP/SHFT SUN - SAT (type hour code by day/shift code by day).
(3) GRADED ND (graded night differential) if assigned ONLY.

(4) JON, if assigned ONLY.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/GRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
SSN SCHEDULEDWICHRS | ORK SCHEDULE SUN | MON | TUES | WED | THUR FRI SAT | pLatoon
TO ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR (1)
TYPE SHIFT (2
GRADED ND 3) WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | nigHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
4) CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
N I A A I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR FRI SAT | pLATOON
ROTATION
WEEK 2
JOB ORDER NUMBER work | Type| Haz nigHT | Sun | mon | Tues [ weED | THUR [ FRI SAT TOTAL
CENTER [copE [cope| ™ | oife 1 2 3 4 5 6 7 HOURS
I [ I I I I I I
I I I I I I I I I
I [ I I I I I I
I I I I I I I I I
I I I I I I I I I
I [ I I I I I I
I I I I I I I I I
I [ I I I I I I
I I I I I I I I I
I I I I I I I I I
CERTIFICATION: | certify that attendance and absences are correct]
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
N our | [ our [ W Jour [ Jour | mousters abararg sekleae et overime s appoved
SUN not suffer or permit overtime work other than as required thereon for this
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE SJF ‘I‘ NJl”JR\_/‘ (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT") D VES I:I NO
FRI SUNDAY PAY?
SAT [ ves [Jno
NAWCWPNS 7420/1 (REV. 1-94)
As you recall in chapter 6, enployees with nondaily schedul ed tours of duty

will have only total weekly hours (AW5 7) or biweekly hours (AW5 5, and E).

NOTE I N EXAMPLE: Wbrk schedul e 7 has NO WORK SCHEDULE. Must conpl ete 40-
hour tour in each week; 40 hours shoul d be posted on each Saturday.
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NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/IGRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 [063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS, SUN | MON | TUES | WED | THUR | FRI SAT
123456789 T0 WORKSCHEDULE 7 | oen3 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | Roration
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 40
TYPE SHIFT
GRADED ND WEEK 1
JOB ORDER NUVBER WORK | TYPE| HAZ NigHT | sun | MON | TUES | WED | THUR | FRI SAT TOTAL
CENTER | cope| copg| ™ | ‘pire 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR FRI SAT | PLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | RO™™N
40
WEEK 2
JOB ORDER NUMBER WORK | TyPe | HAZ SUN | MON | TuEs | webp | THUR | FRI SAT TOTAL
CENTER |copE|cope| TS | NicHT 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
T out [ [ our | | out [N ] ouT || e e e e 1 i
SUN not suffer or permit overtime work other than as required thereon for thi;
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE PF‘INJl“‘IRr (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT") I:‘ YES El NO
FRI SUNDAY PAY?
SAT [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

The lined section of the NAWCWNS Ti nesheet consists of titled blocks in
whi ch the tinmekeepers are to record exceptions to the normally schedul ed

i nformati on. The exceptions that

ti mesheet and the nor nal

Exception
Posted in

i nformati on they override include:
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1 TYPE HOUR TYPE

2 SUN- SAT TOUR

3 JOB ORDER NUMBER JOB ORDER NUMBER
4 TS (ungraded ONLY) SHI FT

5 NI GHT DI FF (graded ONLY) GRADED ND

NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP | ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
Tlzuseres | 7o |WoRkseEoue o | o | o50a | os0s | 0506 | o507 | o506 | o500 | ereren
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT 1) RS2 | RS2 | RS2 | RS2 | RS2
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | | NIGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
€) CY (051 1 I A I B I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR | FRI SAT | pLaTOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |ROTA™N
40
WEEK 2
"JOB ORDER NUMBER work [ 1vpel ez ['rg NGt sun [ mon [ TuEs [ weD | THUR [ FRI sar | ToTAL
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I

CERTIFICATION: | certify that attendance and absences are correc].
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
accordance with existing laws and regulations, and as applicable. | dif

SUN not suffer or permit overtime work other than as required thereon for fhis
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
DATE OF INJURY (To be annotated when using type hour |[ LAST HR. IND? (UNGRADED)
THU codes "LU" or "LT")
[Jves [Owno
FRI SUNDAY PAY?
SAT [Jves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

Envi ronnent al / hazard exceptions will also be posted to the lined section of
the tinesheet.

Since intermttent or AWS 5, 7, and E enpl oyees did not have an establi shed
dai ly schedul e, each day they work nust be entered as an exception.
Exceptions must be recorded for ALL enpl oyees on a DAILY basis for accurate
time and attendance reporting.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/IGRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. WORK SCHEDULE SUN | MON | TUES | WED | THUR FRI SAT | pLaTOON
123456789 |0730 To 1630 0 0503 [ 0504 [ 0505 | 0506 [ 0507 [ 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT RGO | R&0 | RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUVBER WORK | TYPE| HAZ | 1 [ nigHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFF 1 2 3 4 5 6 HOURS
20W2345600 RG | 8 100

—_—|—————}— | —|——] >

SUN MON TUES WED THUR FRI SAT PLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |ROTATION

WEEK 2
JOB ORDER NUVBER worK | TYPE [ HAZ | 1o [ nignT | SUN | MON | TuES | wED [ THUR [ FRI sat | TOTAL
CENTER |CODE [CODE DIFF 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. I did
SUN not suffer or permit overtime work other than as required thereon for thig
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE OF INJURY (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT")
[Jves [dwo
FRI SUNDAY PAY?
SAT [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG Tl ME AND ATTENDANCE EXCEPTI ONS TO THE NORVAL TOUR CF DUTY:

1. Mar k t hrough the normal schedul e val ues on the day that the exception
occurs.

Anytine an exception is posted to the tour of duty, mark through the

normal values to which the exception applies. Mark through the schedule with
a “\”; however, don't conpletely cover up the normal data.
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The followi ng are some exanpl es of when the tinmekeeper woul d nmark
t hrough the nunber of hours on the day the exception occurs:

a. The enpl oyee doesn't work the conplete tour.
b. The enpl oyee works overti me.
C. The enpl oyee's tour is worked on a different JON

This "checking off", “\”, of the hours or shift gives the PSO a visual cue
that an exception occurred.

2. Enter the detail line(s) to reflect new values. The contents of these
line(s) will depend on the itens being changed.

JOB ORDER NUMBER - Enter as exception to normal standing JON
However, this does not permanently change the standi ng JON
ti mekeepers must submit a new NAWCWPNS 7420/ 3

TYPE HOUR - ldentifies type of transaction

HAZ CODE - Enter as a daily exception when enpl oyee works under
envi ronnent al / hazar dous condi ti ons.

TS - Enter to override schedul ed shift code - for pay
pur poses.

NI GHT DI FF - Enter as exception to schedul ed ni ght
differential

SUN - SAT - Enter as exception to schedul ed hours.

VWHOLE TOUR EXCEPTI ONS:

VWhol e tour exceptions are the sinplest for a tinekeeper to post. Exanples of
whol e tour exceptions could be as foll ows:

a. An enpl oyee perforns a job with a different JON for the entire
t our.

b. An enployee has a different type hour code for the entire tour.
c. An enployee works a different shift for the entire tour

d. An enployee works under environnental /hazardous conditions for the
entire tour.

e. An enployee without a scheduled daily tour has to have T&A posted
each day.

DCPS wi || accept posted exceptions to the JON as tenporary changes on the
ti mesheet.

POSTI NG EXCEPTI ON TO JON:

In this exanple, the enployee worked all day Tuesday - 5/5/92 -
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on a special project charged to JON 20W345600. The ti nekeeper narked
t hrough the normal 8-hour tour for the day to indicate an exception has been
posted for that date.

NAWCWPNS TIMESHEET

EMPLOYEE ID BLKIGRP | ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
ssN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR | FRI SAT | pLaToon
WORK SCHEDULE
123456789 |0730 TOo 1630 0 0503 | 0504 | 0505 [ 0506 | 0507 | 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT RGO | R0 | RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | nigHT | SUN | MON | TUES [ WED | THUR [ FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
20W2345600 RG 8 100
SUN | MON | TUES | WED [ THUR | FRI SAT | pLaToON

0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | ROTATON

WEEK 2
JOB ORDER NUMBER WORK | TYPE| HAZ | 15| nigHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
CENTER |CODE |CODE DIFF 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. | did
SUN not suffer or permit overtime work other than as required thereon for th|
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE OF INJURY (To be annotated when using type hol| LAST HR. IND? (UNGRADED)
codes "LU" or "LT")
Oves [Owo
FRI SUNDAY PAY?
SAT [J ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A WHOLE TOUR OF DUTY EXCEPTI ON:

A whol e tour change could be a day of sick |eave, annual |eave, orany
full day change of the TYPE HOUR code.

In this exanple, the enpl oyee worked the holiday on Monday - 5/4 and took
sick leave on Thursday - 5/7/92. The detail line for the exception includes
the TYPE HOUR code, HOURS, and NIGHT DIFF. If NIGHT D FF is not posted as
part of the exception transaction, it will not be paid.

**Make sure the enployee’s in and out tines are clocked at the |ower |eft
hand corner of the tinmesheet.
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NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/IGRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN MON TUES WED THUR FRI SAT
123456789 (1000 TO 1900 \WORK SCHEDULE 0 0503 | 0504 [ 0505 | 0506 | 0507 | 0508 | 0509 E(I}#I\(T)%T‘
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT N0 | RGO | RGO [ RGO [ RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | NiGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
HG 1]00 8 |00
LS 1/00 8100
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
N 1 1 ) A I I
SUN MON TUES WED THUR FRI SAT PLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |FO™A™N
WEEK 2
JOB ORDER NUMBER WORK TYPE| HAZ NIGHT SUN MON TUES WED THUR FRI SAT TOTAL
CENTER |coDE |cope | TS | birr 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
N 1 I I
N 1 I I
I I I I I I I I I
I I I I I I I I I
I | I I I I I I I
CERTIFICATION: | certify that attendance and absences are correct.|
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
w T our] [ our | m [ our [N | ouT | e exitng lane o requtaons: and o6 applcable. | did
SUN not suffer or permit overtime work other than as required thereon for tifis
pay period.
MON 1000 1900 AUTHORIZED SIGNATURE
TUE
WED
THU cD@TeE OLE I rL:J'yLRTy)(ru be annotated when using type hour LASTDHR Y\ g (UN%DZZ)
FRI SUNDAY PAY?
SAT [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A WHOLE TOUR TEMPORARY SHI FT EXCEPTI ON:

The TS bl ock is conpl eted when an ungraded enpl oyee works a shift other than
his normal shift and may be entitled to a higher shift premum |If the TS
bl ock is not conpleted, the enployee will receive his or her regularly
schedul ed shift premum (if any).

In this exanple, the enpl oyee was assigned to work third shift on Tuesday -
5/5/92 - instead of his regular second shift. The TS code "3" will match the
TYPE HOURS code "RT" and override the schedul ed second shift to allowthird
shift premiumto be paid. If TS "3" were not entered, the third shift
prem um woul d not be paid.
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09 Mar

1998

NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN MON TUES WED THUR FRI SAT
123456789 [1500 1O 2400 \WORK SCHEDULE 0 0503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 :;I\(T)g;“‘
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT RS2 | Re2 | RS2 | RS2 | RS2
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | NIGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
RT 3 8 | 00
I [ || I I I I I I
I [ | | I I I I I I
I [ | | I I I I I I
I ]| I I I I I I
I [ || I I I I I I
I [ ]| I I I I I I
I [ ]| I I I I I I
N S O O e O I
SUN MON TUES WED THUR FRI SAT PLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | RO
WEEK 2
JOB ORDER NUMBER WORK TYPE| HAZ NIGHT SUN MON TUES WED THUR FRI SAT TOTAL
CENTER |coDE [cope | T8 | 'piee 1 2 3 4 5 6 7 HOURS
I [ ]| I I I I I I
I [ ]| I I I I I I
I [ || I I I I I I
N O Y e I
N O Y e I
I [ ]| I I I I I I
I [ || I I I I I I
I L I I I I I I
CERTIFICATION: | certify that attendance and absences are correct.|
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
N T our | T our | w [ our | w [ our || oiens atoreng sek e bt ovime s pprovin, |
SUN not suffer or permit overtime work other than as required thereon for tiis
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU cD@TeE OLE I rutayLRTy)(rn be annotated when using type hour LASTDHR Y| E: (UN%DZZ)
FRI SUNDAY PAY?
SAT [Jves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A WHOLE TOUR SHI FT EXCEPTI ON:

In this exanple, the enployee was requested to work first shift on Thursday -
5/7/92 - instead of his schedul ed second shift. This TYPE HOUR code of “RF’
docunents those first shift hours. However, the TS is left blank so that

the regul ar second shift premumw ||l be paid (not overridden). Because
this was outside his normal schedule he is still entitled to second shift
prem um pay.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLKIGRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR | FRI SAT
123456789 |1500 10 2400 |"ORKSCHEPUE o | o503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | RoTation
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LH2 | Rs2 [ RS2 | Rg2 | RS2
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ NiGHT | SUN | MON | TUES | WED | THUR | FRI SAT | TOTAL
9876543000 CENTER | copE|cope| ™8 | ‘birr 1 2 3 4 5 6 7 HOURS
RE I I I I | |sloo| | I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR | FRI SAT | pLaTOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |ROTATION
WEEK 2
JOB ORDER NUMBER work [ TvPe | HAZ | 1 | mignr | SUN | MON | TUES | wED [ THUR | FRI sAT | ToTAL
CENTER |CODE |CODE DIFF 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct|
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. | did
SUN not suffer or permit overtime work other than as required thereon for ti§s
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE OF INJURY (To be annotated when using type hour || LAST HR. IND? (UNGRADED)
codes "LU" or "LT")
[Jyes [Ono
FRI SUNDAY PAY?
SAT [ ves [ no

NAWCWPNS 7420/1 (REV. 1-94)

POST A WHOLE TOUR TEMPCORARY SHI FT EXCEPTI ON:

In this exanple, the enployee was assigned to work third shift (2330-0800) on
Saturday - 5/9/93 - instead of his regular second shift. The TYPE HOUR code

must be changed to "ST" so that Sunday premiumas well as third shift prem um
will be paid.
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NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 1063126 76000E JOHN DOE 051692 12
55;23456789 i;H;;UfZWKéZRgd workscheoue o | o205 | et | 0e0m | 0506 | 0507 | 0508 \ngg ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 9 9 9 9
TYPE SHIFT LH2 | Rs2 | Rs2 [ rRs2 [ RS2
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ [ +o | niGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
ST 3| | | | | | | | | doof s loo
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
SUN | MON | TUES | WED | THUR | FRI SAT | pLaToon
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |RO™™ON
RS2 | RS2 | RS2 | RS2 | RS2
WEEK 2
JOB ORDER NUMBER cvé,’(\‘)_ﬁ;R CT(\){BE C,_(SADZE s NELIC':‘F"":T SlfN M(gN TU3I‘ES WED TH;JR FEI SéT Jg&élé
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |

CERTIFICATION: | certify that attendance and absences are correct
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. | djd

SUN not suffer or permit overtime work other than as required thereon for fhis
pay period.

MON AUTHORIZED SIGNATURE

TUE

WED

THU DATE OF INJURY (To be annotated when using type hour]| LAST HR. IND? (UNGRADED)
codes "LU" or "LT")

[Jyes [Jno
FRI SUNDAY PAY?
SAT 2330( 0800 [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG M LI TARY LEAVE ON A NO\WCRK' DAY:

VWhen an enployee is on mlitary leave (LM or traumatic injury (COP) (LT),
DCPS requires that unschedul ed workdays be counted towards the avail abl e
bal ance for mlitary | eave and the 45 days of traumatic injury entitlenent.
The tinekeeper mnust indicate which days of the pay period are considered
nonwor k but are to count towards mlitary or traumatic injury used. To do
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this, the tinmekeeper nust enter a "4" in the TS block. This will be used for
bot h graded and ungraded enpl oyees.

In this exanple the enployee's orders state that he is on active duty 5/1/92
to 5/15/92. The tinesheet below will indicate the proper way to submt this
type of transaction.

NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP | ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
Tlomseres | 1o |"oReseeue o | oos | o504 | os0s | 0506 | 0507 | 0508 | 0500 | R
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 40
TYPE SHIFT 0
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | NIGHT | SUN | MON | TUES [ WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE| DIFF 1 2 3 4 5 6 7 HOURS
LM 8100 8/00| 8/00| 8100| 8100 40| 00
LM 4 8100 8100 éOO 16 | 00
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED [ THUR | FRI SAT | pLatoon
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |RO™TN
WEEK 2
WORK | AYPE| | 7 [ raotm [ SN | MON | TUES | WER ) TRER L FRT 1 SAT ] ASlRs
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I
I

CERTIFICATION: | certify that attendance and absences are correct]
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
accordance with existing laws and regulations, and as applicable. | dit

SUN not suffer or permit overtime work other than as required thereon for this
pay period.

MON AUTHORIZED SIGNATURE

TUE

WED

THU DATE OF INJURY (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT")

[Jves [Owno
FRI SUNDAY PAY?
SAT [Jves [

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG WHOLE TOUR ENVI RONMVENTAL/ HAZARD CCDES:

VWhen an enpl oyee wor ks under environnental / hazardous conditions, detail lines
nmust be entered to show the nunmber of hours and type of
envi ronnent al / hazar dous conditi on under whi ch the enpl oyee worked.
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09 Mar 1998

The exampl e shows that the graded enpl oyee spent all day Tuesday 5/5/92 -
wor ki ng around m cro-organi sms. He was at a high degree of risk (FF). His
entire 8-hour tour is posted with the "FF" hazard code.

NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/GRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
SSN SCHEDULEDWICHRS. | ORK SCHEDULE SUN | MON | TUES | WED | THUR FRI SAT | pLaToon
123456789 0700 TO 1600 0 0503 | 0504 | 0505 | 0506 | 0507 [ 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 800 OO 800 800 800
TYPE SHIFT LHO IQQO RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK [ TYPE| HAZ [ | niGHT | SUN [ MON [ TuES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE|CODE DIFF 1 2 3 4 5 6 7 HOURS
RG | FF I I I 8 I 00 I I I I 8 I 00
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUEs | WED | THUR | FRI SAT | pLATOON

0510 | 0511 | 0512 | 0513 | 0514 [ 0515 | 0516 |ROTATON

WEEK 2
JOB ORDER NUMBER work [ TYPE | HAZ [ 1o [ nigur | SUN | MON | TUES | WED | THUR [ FRI SAT TOTAL
CENTER |CODE [CODE DIFF 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN our IN our IN our IN our accordance with existing laws and regulations, and as applicable. | did
SUN not suffer or permit overtime work other than as required thereon for thys
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE OF INJURY (To be amotated when using type hour || LAST HR. IND? (UNGRADED)
codes "LU" or "LT") D ves [ no
FRI SUNDAY PAY?
SAT [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A WHOLE TOUR ENVI RONMVENTAL CODE AND LAST HOUR | NDI CATCR:

In this exanple, the enployee (ungraded) worked the | ast schedul ed workday of
the pay period, Friday - 5/15, aboard a surface craft (ER). His |ast
regul arly schedul ed hour was spent working in an environnmental condition.
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NAWCWPNSI NST 7420. 1
09 Mar 1998

The last hour indicator is required for any ungraded enpl oyee working in an
environnental condition during the |ast hour of the regularly schedul ed tour
for the pay period.

The last hour indicator is very inmportant to report to the Payroll Ofice.

It will cue the Payroll Ofice to set the corresponding indicator on the tine
and attendance input screens. Wth the indicator set, DCPS will calcul ate

t he enpl oyee's annual salary correctly and then deduct the correct FEG.I
(life insurance) anount.

NAWCWPNS TIMESHEET
EMPLOYEE ID BLKIGRP | ACTUC | DIST EMPLOYEE NAVE Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR FRI SAT | pLaToON
WORK SCHEDULE
123456789 | 0700 TO 1600 0 0503 | 0504 [ 0505 | 0506 | 0507 | 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8.00 | 800 | 800 | 800 | 8.00
TYPE SHIFT LH1 | RF1 | RF1 | RF1 | RF1
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o | nigHT | SUN | MON | TUES | WED | THUR | FRI SAT | TOTAL
9876543000 CENTER | CODE| CODE! DIFF 1 2 3 4 5 6 7 HOURS
SUN MON TUES WED THUR FRI SAT PLATOON
ROTATION
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516
8.00 | 800 | 8.00 | 8.00 | 8.00
RF1 | RF1 | RF1 | RF1 | RF1
WEEK 2
JOB ORDER NUMBER work | TYpE| HAZ [ o | niguT | SUN | MON | TUES | wep | THUR | FRi SAT TOTAL
9876543000 CENTER |copE|cope| T8 | "pire 1 2 3 4 5 6 7 HOURS
RE | ER | | [ | | |sloof | ]sloo
CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
L} ouT L} ouT L} ouT L} ouT accordance with existing laws and regulations, and as applicable. | did
SUN not suffer or permit overtime work other than as required thereon for tijis
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE OF INJURY (To be amalated when using ope hour —[['LAST HR. IND? (UNGRADED)
codes "LU" o 'LT) X ves [Jwo
FRI SUNDAY PAY?
SAT 2330 0800 [ ves [ no

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG T&A FOR NONDAI LY TOURS

For those enpl oyees who do not
transaction i s an exception.

have a daily tour stored in DCPS, every T&A
Such enpl oyees include those with intermttent

schedul es or those on AWS code of 5, 7, and E. Al in and out tines nust be
| ogged at the lower |eft-hand corner of the tinesheet.
Thi s exanpl e shows T&A for a nondaily tour enployee with an AWs of "7.” Each

i nstance of T&A represents an exception.
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09 Mar

NOTE:

hour s.

overtime before conpletion of their adm nistrative work week, either
NAWCWPNS TIMESHEET
EMPLOYEE ID BLKIGRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 | 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR FRI SAT
123456789 T0 workscHebUE 7 | ocs | o504 | 0505 | 0506 | 0507 | 0508 | 0509 |RoTano
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 4000
TYPE SHIFT 0
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ NIGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
CENTER | cobE|cope| TS | ‘pier 1 2 3 4 5 6 7 HOURS
LH | | |sloo| | | | | | |sloo
9876543000 RG | | | |8loo| 8lool 8loo| 8loo| | |32]00
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON TUES | WED | THUR FRI SAT | pLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |RO™™N
40.00
0
WEEK 2
R Gresaa000 | GO, |TUBE(LUS s | nuenr | S | VN | TS| WD | TR R ST ST
RG | | 8loo| 8loo| 8loo| 8loo| 8loo] | |a0lo0
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I
I
e ez TG Lo o s e e coroct
W [ our [ [ our [ [ our [ N[ ouT || e i exiomng e and reguagons. and o spolcaple. | cid
SUN not suffer or permit overtime work other than as required thereon for this
pay period.
MON 0730 1600 AUTHORIZED SIGNATURE
TUE 0730 | 1600 0730| 1600
wep | 0730 | 1600 0730| 1600
THU 0730 | 1600 0730 1600 DATE OF INJURY (To be amotaed when sing e hour LAEIR ng’(wamﬁg)
FRI 0730 | 1600 0730| 1600 T
SAT [Jves [Jno

1998

Enpl oyees on work schedule 5, 7,

and E CANNOI earn conpen-satory or

NAWCWPNS 7420/1 (REV. 1-94)

T&A FOR | NTERM TTENT (WAE' s) EMPLOYEES:

40 or

80

Thi s exanpl e shows T&A for a nondaily tour enpl oyee who works an intermttent

schedul e.
exception.

Agai n,

each instance of tinme and attendance represents an
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/GRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 063126 76000E JOHN DOE 051692 12
“loasores | 10 |woresereowe o | oo | 55os | 0505 | 0506 | 0507 | 0508 | 0500 | erscen

TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR
TYPE SHIFT
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE[ HAZ | 1o | niGHT | SUN | MON [ TUES | WED | THUR [ FRI SAT TOTAL
CENTER | CODE| CODE DIFF 1 2 3 4 5 6 7 HOURS
9876543000 RG | | |s8lool | [8loo] | |s6loo] | ]22]00
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
SUN | MON [ TUES | WED | THUR | FRI SAT | pLaTOON

0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | ROTATION

WEEK 2

JOB ORDER NUMBER WORK TYPE| HAZ 15 | niGHT SUN MON TUES WED THUR FRI SAT TOTAL
CENTER |CODE |CODE DIFF 1 2 3 4 5 6 7 | HouRrs

9876543000 RG | 8 | oo

gloo| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. | did

SUN not suffer or permit overtime work other than as required thereon for this
pay period.

MON 0800 1630 AUTHORIZED SIGNATURE

TUE

WED 0800| 1630

THU DATE OF INJURY (To be annotated when using type hour|| LAST HR. IND? (UNGRADED)
codes "LU" or "LT")

0900| 1530 0800| 1630 []ves []no
FRI SUNDAY PAY?
SAT [ yes [Jno

NAWCWPNS 7420/1 (REV. 1-94)

BROKEN TOUR EXCEPTI ONS:

If there is a change in the type hour code during the enployee's nornal tour
of duty, then the tour is considered "broken".

Breaking the tour will require posting the "exception" (other
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than regul arly schedul ed) hours of the tour. Tinekeepers need
to account only for the enpl oyee's exception hours. Accuracy and
conpl eteness in posting exceptions are nost inportant.

In this exanple, the enployee was injured on the job at 1300 on Friday -
5/8/93. He is sent hone on | eave code "LU' (nonwork period for date of
traumatic injury or death). The standard tour is interrupted, so the nornmal
nunber of hours is marked through for the day the exception occurred. The
detail line shows the type hour code and hours for the exception. DATE OF

I NJURY MUST BE ANNOTATED AT THE LOAER RI GHT OF THE Tl MESHEET. FOR FURTHER
| NSTRUCTI ONS, PLEASE CALL THE APPROPRI ATE PSO.

NAWCWPNS TIMESHEET
EvPLOYEE 1D BLKGRP | ACTUC | DiST ENPLOYEE NAWE Ferod Ending Seq.NO,
12345 123 1063126 76000E JOHN DOE - 051692 12
SN SCHEDULEDWKLHRS. || o e DULE SUN | MON | TUES | WED | THUR | FRI | SAT | pLatoon
123456789 | 0700 1O 1600 0 0503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LHO RGO | RGO [ RGO | R&0
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ NIGHT | SUN | MON | TUES| WED | THUR| FRI SAT TOTAL
9876543000 CENTER | copg| copg| ™S | "pier 1 2 3 4 5 6 7 HOURS
Ly | | | | | | [2loo] | f21l00
T T A I
| | | | | | | | |
| | | | | | | | |
N Y Y A A A I
N T Y A A A I
| | | | | | | | |
SUN | MON | TUES | WED | THUR | FRI SAT | pLaTooN
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | "OTATN
8 8 8 8 8
RGO [ RGO | RGO | RGO | RGO
WEEK 2
J0B ORDER NUVBER WORK | TYPE| HAZ SUN | MON | TuES| WED | THUR| FRI SAT | TOTAL
CENTER |copE|cope| TS| am | 1 2 3 4 5 6 7 HOURS
| | | | | | | | |
N Y Y A A A I
N T Y A A A I
| | | | | | | | |
N T Y A A A I
| | | | | | | | |
N T Y A A A I
CERTIFICATION: | certify that attendance and absences are correc
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
w | our] w [our| w |our| m [our aie Wi oiting (v o 16guratone, ahd S spohcapte. 1
SUN not suffer or permit overtime work other than as required thereon for fhis
pay period.
MON /AUTHORIZED SIGNATURE
TUE
WED
THU DATEOF | !n;.:gﬁv“j(ra be annotated when using type hour || LAST HR. IND? (UNGRADED)
Fri_ | 0700] 1500 508193 v O
SAT [Jves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A BROKEN TOUR WTH NI GHT DI FF:

Accurate posting of an enpl oyee's exceptions is especially inpor-tant when

t he enpl oyee's schedul e contains night differential hours. As stated
earlier, when DCPS accepts exceptions, it assunes the remaining hours of the
schedul e were worked. The tinekeepers are responsi ble for ensuring that the
night differential hours are posted with correct paid hour's transaction

(l eave or regular work) for pay and audit purposes.
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In the exanple, the enployee's 8-hour tour of duty for Friday, 5/8, has been

"broken" by 4 hours of annual |eave (LA) at the end of the tour.
NOTE: H's NIGHT DI FF has been posted in the corresponding detail |ine.
NAWCWPNS TIMESHEET
EMPLOYEE ID BLK/GRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK HRS, SUN | MON | TUES | WED | THUR | FRI SAT
123456789 |1030 TO 1900 WORKSCHEDULE 0503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 Izg;;%g:
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LH1 RG1 | RG1 | RG1 Rﬁl
GRADED ND 1.00 | 1.00 | 1.00 1.00 | 1.00 WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1o [ NiGHT | SUN | MON | TUES | WED | THUR | FRI saT | ToTAL
9876543000 CENTER | CODE| CODE| DIFF 1 2 3 4 5 6 7 HOURS
LA tloof | | | | | | | | [aloo] | faloo
I I I I I I I I I
I I I I [ I I I
I I I I [ ] I I I
I I I I I I I I I
I I I I [ I I I
I I I I [ I I I
I I I I [ I I I
SUN [ MON | TUES | WED | THUR | FRI SAT | pLaToon
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | "O™™N
8 8 8 8 8
RG1 | RG1 | RG1 | RG1 | RG1
1.00 | 1.00 | 1.00 1.00 | 1.00 WEEK 2
J0B ORDER NUMBER WORK | TYPE| HAz Nt | SUN | Mon | Tues | wep | THUR | FRI saT | ToTAL
CENTER |copE|cope| TS | "pirr 1 2 3 4 5 6 7 HOURS
I I I I [ I I I
I I I I [ I I I
I I I I [ I I I
N o I
I I I I [ I I I
I I I I [ I I I
I I I I [ I I I
I I I I [ I I I
I
I
wee weec2 e s beap o st syt abspes i cone)
w T our] w [our | [ our [ w Jour || flusters uterang sckeae vaguenme s pprovd, |
SUN gt;;spuef:ﬁ)rd(.)r permit overtime work other than as required thereon for fhis
MON 'AUTHORIZED SIGNATURE
TUE
WED
THU EOAGLE s)LFLJII;JL_ngVH)Ua be annotated when using type houd| LAST HR. IND? (UNGRADED)
FRI 1030 | 1500 surav:ivsv SL
SAT [J ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

PARTI AL NI GHT DI FFERENTI AL HOURS ENTERED W TH APPROPRI ATE TRANSACTI ON:

In this exanple, the enployee's AWOL hours affected part of the schedul ed
night differential hours. Post the NIGHT DIFF with the AWJL hours to show
the reduction of the night differential hours to be paid.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/IGRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 063126 76000E JOHN DOE 051692 12
SSN SCHEDULEDWICHRS. | ORK SCHEDULE SUN | MON | TUES | WED | THUR | FRI SAT | praToon
123456789 1430 1O 2330 0 0503 | 0504 | 0505 | 0506 | 0507 | 0508 [ 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LHO RQO RGO | RGO | RGO
GRADED ND 5.00 5.05\ 5.00 | 5.00 | 5.00 WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ NiGHT | SUN | MON | TUES | WED | THUR | FRI SAT TOTAL
9876543000 CENTER | cope| copg| ™ | "pire 1 2 3 4 5 6 7 HOURS
KC 3loo] | | [3loo| | | | | ]3loo
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR | FRI SAT | pLaTooN
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | ROTAT'ON
8 8 8 8 8
RGO | RGO | RGO | RGO | RGO
5.00 [ 5.00 | 5.00 [ 5.00 | 5.00 WEEK 2
JOB ORDER NUVBER WORK | TYPE | HAZ neat | SUN | mon [ Tues | wep | THUR | FRI sAT | TOTAL
CENTER |copE |cope| T8 | bige 1 2 3 4 5 6 7 | HouRrs
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I
|

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in

IN ouT IN ouT IN ouT IN ouT accordance with existing laws and regulations, and as applicable. | did

SUN not suffer or permit overtime work other than as required thereon for thi
pay period.

MON AUTHORIZED SIGNATURE

TUE 1730 2330

WED

THU DATE OF INJURY (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT")

[Jves [Owo
FRI SUNDAY PAY?
SAT [ ves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG HAZARDOUS EXCEPTI ONS (without night differential):

In this exanple, the enployee spent .50 hour in a "high work" situation (EB)
at the beginning of the tour. Since his hazardous work was conpl eted before
1800, the night differential is not posted with the exception.

NOTE: The actual tine spent in a hazardous duty situation nust be posted.
In this exanple, .50 hour of actual exposure is posted, but the enployee wll
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be paid for 8 hours (tour of duty for that day) of exposure. (G aded
enpl oyees are paid environmental pay for all hours in a pay status.)

NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/IGRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON TUES | WED | THUR FRI SAT
123456789 |1030 10 1000 | WORKSHEOUE o | 0505 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | RorATon
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LHO RGO | RGO | RGO | RGO
GRADED ND 1.00 1.05\ 1.00 | 1.00 | 1.00 WEEK 1
JOB ORDER NUMBER WORK | TYPE[ HAZ | 15 [ nigHT | SUN | MON | TuEs | weD [ THUR | FRI sAaT | TOTAL
9876543000 CENTER |CODE | cODE DIFF 1 2 3 4 5 6 7 HOURS
RG | EB | | | | lso] | | | | | 50
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR FRI SAT | pLaToon
0510 | 0511 | 0512 | 0513 [ 0514 [ 0515 | 0516 |ROTAT'ON
8 8 8 8 8
RGO | RGO | RGO | RGO | RGO
1.00 1.00 1.00 1.00 1.00 WEEK 2
JOB ORDER NUMBER work | Type | HAZ neur | SN | mon [ Tues | wep [ THUR | FRI sAT | TOTAL
CENTER |copE |cope | ™ | birr 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
N our [ [ our | W Jour [ Jour | eastors ke ek o sppoedn, |
SUN not suffer or permit overtime work other than as required thereon for this]
pay period.
MON AUTHORIZED SIGNATURE
TUE
WED
THU DATE PF ‘I‘ NJl‘:IRY‘ (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT") D YES D NO
FRI SUNDAY PAY?
SAT [Jves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A SI MPLE OVERTI ME EXCEPTI ON:

VWhen a full-time enpl oyee works nore hours than his regularly schedul ed tour,
the tinekeepers nust post overtine detail lines. Part-tinme enployee's
overtine will be discussed at the end of this section.

In this exanple, the enployee worked .50 hour of unschedul ed overtine at the
end of the tour on Tuesday, 5/5/92. The tour of duty is marked through to

i ndi cate an exception is posted. The detail line includes the "QU' type hour
code and hours. "QU' is used for unschedul ed overtime only on a schedul ed
wor kday.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/IGRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 | 063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR FRI SAT
123456789 |0700 1o 1600 |"ORKSCHEPUE o | 5503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | Foranion
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LHO RGO | RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ nHt | sun | mon | Tues | wep | THUR | FRI sAaT | TOTAL
9876543000 CENTER |copE|cope| ™S | 'piee 1 2 3 4 5 6 7 HOURS
ou | | | | [so| | | | | | 50
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | ||| ||| | |
| | | | | | | | |
SUN | MON | TUES | weD | THIR | FRI SAT | pLaTOON
0510 [ 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | ROTATION
8 8 8 8 8
RGO | RGO | RGO | RGO | RGO
WEEK 2
JOB ORDER NUMBER WORK | TYPE | HAZ noar | SN | mon [ Tues [ wep [ THUR | FRi sat | ToTAL
CeNTER |copE [cope | ™ | 'pire 1 2 3 4 5 6 7 HOURS
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
N[ ou [ iv [ our | v [ our [N Lot || e e et regtagons. and ot appicabl. 1 did
SUN ‘n)g;sp%ffrieord(.)r permit overtime work other than as required thereon for this|
MON
_— 1600 1630 AUTHORIZED SIGNATURE
WED
THU EuAdLE E‘Ful‘ %\:l‘:ILRTY‘)(TO be annotated when using type hour LAST HR. IND? (UNGRADED)
ves [Jno
FRI SUE\( PAY?
SAT [Jves [Jnwo

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG A CALLBACK OVERTI ME EXCEPTI ON:

In this exanple,

but was called back to work at 0215 for

t he enpl oyee worked his regular shift on Wdnesday, 5/6/93,

wor ked on cal | back overtinme is posted.
DCPS wi |l pay the correct anount

appl i cabl e.

under
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLK/IGRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 063126 76000E JOHN DOE 051692 12
SSN SCHEDULEDWICHRS. | ORK SCHEDULE SUN | MON | TUES | WED | THUR | FRI SAT | pLaTooN
123456789 |0700 1O 1600 0 0503 [ 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | ROTATION
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 8 8 8 8 8
TYPE SHIFT LHO QGO RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUVBER WORK | TYPE| HAZ | 1o [ nigHT | SUN | MON [ TUES | wED | THUR | FRI SAT TOTAL
9876543000 CENTER | CODE| CODE DIFE 1 2 3 a 5 A 70| dolks
oc | | | lso| | | | | | 50
| | | | | | | | |
N 1 I O I O O |
| | | | | | | | |
| | | | | | | | |
N I A I |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
SUN [ MON | TUES | wep | THUR | FrI SAT | pLATOON
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 |ROTATON
8 8 8 8 8
RGO | RGO | RGO | RGO | RGO
WEEK 2
JOB ORDER NUVBER WORK | TYPE | HAZ near | Sun | mon [ Tues | wep | THUR | FRI saT | ToTAL
CENTER |copE|cope| ™S | ‘pire 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN ouT accordance with existing laws and regulations, and as applicable. I did
SUN not suffer or permit overtime work other than as required thereon for thi
pay period.
MON AUTHORIZED SIGNATURE
TUE 1800 1830
WED
THU DATE OF INJURY (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT")
[Qves [wo
FRI SUNDAY PAY?
SAT [ ves [ no

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG AN OVERTI ME EXCEPTI ON FOR A PART-TI ME EMPLOYEE (6- HOUR TOUR) :

DCPS allows only regular hours to be input for part-tine enployee's for the
first 8 hours or their tour of duty, whichever is greater. |If the tour of
duty is less than 8 hours, 8 regular hours nust be input before overtine,
conpensatory time, or religious conpensatory time earned.
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In this exanple, the enpl oyee worked 3 unschedul ed hours past his regul ar
hours. Since his scheduled tour is 6 hours, 8 hours nust be posted before he
is authorized overti ne.

NAWCWPNS TIMESHEET

EMPLOYEE ID BLKIGRP ACTUIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 |063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS, SUN | MON | TUES | WED | THUR FRI SAT
123456789 0700 1o 1400 |VORKSSHEPUE o | o503 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | FoTATion
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 6 6 6 6 6
TYPE SHIFT LHO RGO | RGO [ RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ NnGHT | SUN | MON | TuES | wWED | THUR | FRI SAT TOTAL
9876543000 CENTER |copE|cope| ™S | ‘DiFe 1 2 3 4 5 6 7 HOURS
RG I I | |sloo| | I I | |sloo
oy I I | Jaloo| | I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
SUN | MON | TUES | WED | THUR FRI SAT | pLaTooN
0510 | 0511 | 0512 | 0513 | 0514 | 0515 | 0516 | ROTATIOM
6 6 6 6 6
RGO | RGO | RGO | RGO | RGO
WEEK 2
JOB ORDER NUMBER WORK | TvPE | HAZ nchr | SUN | mon | Tues | wep [ THUR | FRI sAT | TOTAL
CENTER |copE |cope | ™ | piee 1 2 3 4 5 6 7 HOURS
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
I I I I I I I I I
CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
w [ our [ w [our [ Tour [ v | our || o i icie e ard regions. and ox spplcable. | cid
SUN ‘n)g;spugieord(?r permit overtime work other than as required thereon for this]
MON AUTHORIZED SIGNATURE
TUE 1400 1700
WED
THU DAdTE ‘OFU‘I NJl‘:lRY‘ (To be annotated when using type hour LAST HR. IND? (UNGRADED)
codes "LU" or "LT") D YES D NO
FRI SUNDAY PAY?
SAT [Jves [Jno

NAWCWPNS 7420/1 (REV. 1-94)

POSTI NG HOURS OF WORK FOR A PART- TI ME EMPLOYEE ON A REGULARLY SCHEDULED DAY
OFF:

VWhen a part-tinme enpl oyee works on a regularly schedul ed day off, overtine
hours must be reported even though 40 regul ar hours have not be conpleted for
the week. DCPS will convert the overtime hours to regular hours to fulfill

t he 40-hour requirenent before overtine is payable.
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NAWCWPNS TIMESHEET

EMPLOYEE ID BLKI/GRP ACT UIC DIST EMPLOYEE NAME Period Ending SEQ. NO.
12345 123 1063126 76000E JOHN DOE 051692 12
SSN SCHEDULED WK. HRS. SUN | MON | TUES | WED | THUR | FRI SAT
123456789 |0700 10 1400 | WORKSCHEPUE o | 0c03 | 0504 | 0505 | 0506 | 0507 | 0508 | 0509 | RoTATioN
TIMEKEEPER/EXT. EMPLOYEE INITIALS TOUR 6 6 6 6 6
TYPE SHIFT LHO RGO | RGO | RGO | RGO
GRADED ND WEEK 1
JOB ORDER NUMBER WORK | TYPE| HAZ | 1 | niGHT | SUN | MON | TUES [ WED [ THUR | FRI saT | TOTAL
9876543000 CENTER | CODE| cODE DIEE 1 2 3 4 5 A 7 HOURS
oc | | | | | | | | doof s loo
| | | | | | | | |
| | | | | | | | |
I I I I I I I I I
| | | | | | | | |
I I I I I I I I I
I I I I I I I I I
| | | | | | | | |
I I I I I I I I I
| | | | | | | | |
SUN | MON [ TUES | WeD | THUR | FRI SAT | pLaToON
0510 | 0511 | 0512 | 0513 | 0514 [ 0515 | 0516 | ROTAT'N
6 6 6 6 6
RGO | RGO | RGO | RGO | RGO
WEEK 2
JOB ORDER NUMBER WORK | TYPE| HAZ nioht | SUN | mon | Tues | wep | THUR | FRi SAT | TOTAL
CENTER |copE [cope| TS| Digr 1 2 3 4 5 6 7 HOURS

CERTIFICATION: | certify that attendance and absences are correct.
WEEK 1 WEEK 2 That sick leave absence was in accordance with statutes and
regulations authorizing sick leave, that overtime is approved in
IN out IN out IN out IN out accordance with existing laws and regulations, and as applicable. | did

SUN not suffer or permit overtime work other than as required thereon for this
pay period.

MON AUTHORIZED SIGNATURE

TUE

WED

THU DATE OF INJURY (To be annotated when using type hour || LAST HR. IND? (UNGRADED)
codes "LU" or "LT")

[Qves [no
FRI SUNDAY PAY?
SAT 0700| 1600 [ ves [no

NAWCWPNS 7420/1 (REV. 1-94)
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CHAPTER 8
TI MEKEEPI NG

1. Enpl oyees’ Responsibilities

a. Verify that work schedule data on the timesheet is valid. Provide
corrected data to the tinekeeper or PSO if necessary.

b. Record the exact “in” tine at the beginning of each shift and the
exact “out” tinme at departure if enployee is not on a set schedule (e.gqg.
0700-1700). Enpl oyees assigned to duty locations away fromtheir work center
or those excused fromformal nustering procedures according to this manua
will ensure their supervisor or tinekeeper is notified of their exact arriva
and departure times.

“

c. Record the exact “in” time and “out” tine for all overtine or

conpensatory tinme worked.

d. Follow their conpetency’ s procedures regardi ng approval of |eave and
submt supporting docunents for court and military | eave as appropriate.

e. Ensure totals reflect actual hours worked and a valid JON is assigned
for all hours worked.

2. Tinmekeepers' Responsibilities

a. Ti rekeepers are responsi bl e for applying the provisions
of this manual to their timekeeping function and for famliarizing thensel ves
with its contents for ready reference. Maintaining accurate and conpl ete
records is an essential function of the tinmekeeper. Tine can be recorded
either by the use of the electronic T&A system (whenever applicable) and the
hard copy tinesheets. Tinekeepers are specifically responsible for the
fol | owi ng:

(1) Recording daily T&A of enpl oyee.

(2) Recording overtine worked; ensuring that overtine is authorized
and that the NAWCWPNS 7410/3 is conpleted and filed according to current
regul ati ons.

(3) Obtaining supporting docunents from enpl oyees and ensuring that
supporting docunments are pronptly forwarded to the PSO or retained as required.

(4) Ensuring that the JONs are accurately recorded and the | abor has
been properly distributed.

(5) Ensuring that entries and totals are correct before subm ssion
to the supervisor for certification

(6) Obtaining certification fromthe supervisor and deliv-ering al
ti mesheets and required supporting documents to PSO by the required deadli ne.

(7) Serving as a source of information regardi ng tinekeeping
procedures for enployees in the organization

b. Preparation of Tinmesheets
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(1) Tinmekeepers must prepare a NAWCWPNS 7420/ 1, for each new
enpl oyee, including an enpl oyee who transfers from anot her NAWCWPNS of fi ce,
and when a machi ne prepared tinesheet has been spoiled. Tinekeepers nust
ensure that the correct pay nunber, social security nunber, distribution
tour, and type shift are entered on the tinmesheet. |If a tinmesheet is not
received for a regular enpl oyee, prepare a supplenental timesheet in the sane
manner as for a new enpl oyee, and informthe PSO

C. Recordi ng Attendance and Absences. Ti nekeepers will:

(1) Maintain a daily record of tinme in pay and nonpay status for
each enpl oyee.

(2) Ensure the enployee’s work schedule is current and accurate.
Correct and submt a work schedul e change as soon as information is
avai |l abl e.

(3) Ensure the in/out times are recorded for all enployees who are
not on a set schedul e.

(4) Ensure that all strikeovers and corrections are properly
initialed by the supervisor.

(5) Ensure that the appropriate supervisor or authorizing officia
has certified each hard copy tinesheet and conpleted the required yes/no
entries for “Last Hour Indicator” (applies only to W5 enpl oyees) and “Sunday
Pay. ”

(6) Verify that the enployee’s work schedul e/tour/type shift are in
harnony with the Type Code entries for night dif-ferential and ungraded
second and third shift pay.

(7) Ensure that the correct nunmber of tinesheets are returned to the
PSO for further processing, plus any new enpl oyee suppl enental report
ti mnesheets. For those who are using the electronic T&A system ensure that
all enpl oyees are entered.

d. Posting to Ti mesheets

(1) Make all T&A entries in indelible blue or black ink.

(2) Sanples of filled out tinesheets are provided in Chapter 6.
Qui delines for posting to timesheets are:
(a) Wrking a full day. Wen a full-tine enpl oyee, (Schedul es
"0, 6, or 8"), works a full day, no entry is necessary on the tinesheet if
the tour and type shift colums are filled out properly on the tinmesheet.
Ti mekeepers must provide the actual “in” and “out” tines for Schedules "2, 4,
5, 7, and E’ enpl oyees.

(b) Working part of a day. Wen an enpl oyee does not work a
full day on their regular shift but is on duty for a part of that day, enter
the tine that the enployee reports to and departs fromthe duty station in
the “in” and “out” bl ocks.
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(3) At the end of the pay period when the tinesheet is conpleted,
total each colum and ensure that the appropriate hours have been accounted
for, in nost cases this will be 80 hours.

(a) Working Overtine/ Conpensatory Tine. Record hours worked in
an overtine status in the “in” and “out” blocks. SEE CHAPTER 5 FOR THE
APPROPRI ATE CODE.

e. Certification of Tinesheets

(1) Timesheets will be certified in indelible blue or black ink

only, at appropriate levels of supervision. |In no instance will an enpl oyee
certify his or her own tinesheet. Normally, tinmesheets are certified by the
i medi at e supervisor or an authorizing official. |If this is not possible,

the tinesheet is certified by the next higher |evel.

(2) Before an individual signs any tinmesheets, a NAWCWPNS CL 7400/ 6,
Payrol | Authorization and Signature Record nust be conpleted and on file with
the | ocal PSO

f. Correction of Errors and Suppl emental Tine

(1) Errors made on a tinesheet should be crossed out, initialed, and
the correct entry neatly entered above the error on a copy of the origina
ti mesheet.

(2) Supplenental time worked will be recorded on
NAWCWPNS 7420/ 2.

(3) Errors in labor charges/distribution are nmade using journa
entry procedures.

g. Revi ew/ Del i very of Ti mesheets

(1) Before submitting tinmesheets, tinekeepers will reviewthe
followi ng itens:

(a) Legible entries of correct T&A credits and charges,
i ncluding totals.

(b) Total T&A distributed to JON and payroll codes.

(c) Tinmekeeper's initials and extension

(d) Certification by supervisor

(e) Required supporting docunents.

(2) Copies of the filled out NAWCWPNS 7420/1 are mai ntai ned by

i ndi vidual offices for 3 nonths to 1 year for reference purposes, according
to reference (), SECNAVINST 5212.5C, Navy and Marine Corps Records

Di spositi on Manual .

(3) Copies of the filled out SF-71 are mai ntai ned by the individua
branch offices for 3 years plus the current year according to reference (a).
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h. On-the-Job I njury

(1) I'n case of an on-the-job injury, tinmekeepers should contact the
Enpl oyee Managenent Rel ations Division, HRD, for the correct procedure for
conpl eti ng the NAWCWPNS 7420/ 1.

3. Supervisors’ and Authorizing Oficials’ Responsibilities

a. Timesheets will be certified, in indelible blue or black ink only, at
appropriate levels of supervision. Normally, tinesheets are certified by the
i medi at e supervi sor or an appointed authorizing official. If this is not
possi ble, the timesheet is certified by the next higher level. 1In no
instance will an enployee certify his or her own tinesheet.

b. Before an individual signs any NAWCWPNS 7420/1, a NWC 7400/ 6 nust be
conpleted and on file with the | ocal PSO

c. Mintain control over reporting of attendance, absence, and | abor
distribution of all subordi nate personnel

d. Actively assist tinekeepers in properly recording tine and type codes
to ensure correct pay and costing of |abor

e. Validate the work schedule for each enployee. If a work schedul e
change is submtted, be sure the tinesheet reflects the correct work
schedule. Subnmit a work schedul e change if none was subnitted previously.

f. Reviewall type hour code entries, verifying the enployee’ s work
schedul e/tour/type shift agree with prem um pay entries.

g. Review and initial all correction entries.

h. Submt docunentation, properly authorized through the Safety O fice
and the HRD of continuation of pay for traumatic injury.

i. Personally viewthe jury summons or other official court docunents
for court |eave absences and forward a copy to the PSO Forward a certified
copy of mlitary orders for nmlitary | eave absences to the PSO

j. Retain the approved NAWCWPNS 7410/3 and verify extra time “in” and
“out” entries for all overtinme or conmpensatory timnme recorded.

k. Conplete the required yes/no entries for “Last Hour Indi-cator”
(applies only to W5 enpl oyees) and “Sunday Pay” to ensure enployee is paid
correctly.

. Certify the correctness of each tinmesheet by signing in the
appropriate space. The supervisor’s signature is authentication for
att endance, absence, overtine, and prem unif environmental pays.

m To ensure that tinmesheet certifications are nmeaningful, supervisors
will verify the accuracy of the tinekeeping records
by monitoring the attendance of their enployees. (This is espe-cially
i nportant where potential for fraud nay exist; e.g., where the enployee is
assigned to renote | ocations separate fromthe supervisor or tinmekeeper.)
Supervi sors should docunment this nonitoring (e.g., telephone verification of
attendance) and keep the docunentation in T&A files.
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4. Tinekeeper and Supervisor Admnistrative Files. Per reference (a),
ti mekeepers and supervisors must maintain payroll type docunments at the
organi zati on code | evel for the foll ow ng:

a. Copies of hard copy T&A reports (timesheets) for 3 nonths to 1 year

b. Sign-in/sign-out sheets (only required for those enpl oyees who do not
work a set schedule) for 3 years plus current.

c. Overtime/conpensatory tinme authorizations for 3 years plus current.
d. SF-71 for 3 years plus current.
e. Mlitary orders and court validations for 3 years plus current.

f. SF-52, Notification of Personnel Action, for as long as the enpl oyee
is enployed in that organization

5. PSO Responsibilities

a. Mintain enployee payroll files.

b. Enter all required enployee pay data to the Master Enpl oyee Record
(MER) in a tinmely manner.

c. Ensure tinely and accurate i nput of work schedul e changes to the MER

d. Update all T&A entries for biweekly tinmesheets in DCPS as required.
Verify data entry and pay entitl enents.

e. Retain tinmekeeping records and supporting docunentation for audit
pur poses as required by regul ati ons.

f. BEstablish controls to safeguard and maintain the integrity of
electronically transmtted data

g. Establish, issue, and maintain controls for security access,
i ncluding the passwords for electronically transmtted payroll and personne
dat a.

h. Process and maintain final clearance forns NAWCWPNS 12300/ 1,
Install ati on Check-Qut Record.

i. Resolve and respond to all custoner inquiries concerning payrol
matters and | eave status, interfacing with HRD personnel, and with the
consol i dated Payroll O fice in Denver.

j.  Conduct tinmekeeper training as requested and required.

k. Process request for advanced | eave and special pays.

. Performrandom audits, biweekly, on all T&A information
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m Maintain tinekeeper directives, issuing changes to poli-cies and
procedures, and to this manual

6. Availability of Payroll and Leave Infornation

a. Payroll and |l eave records for individual enployees are
adm nistratively confidential. Leave information is restricted
by Section 294.1101 of the Cvil Service Regulations to “...the enpl oyee
concerned or, with his or her witten consent, to a representative of the
enpl oyee or any other person that he or she authorizes to have the record.”
A biweekly |l eave statenment is distributed to departrments for enployees within
their respective groups. Privacy Act information can be rel eased to:

(1) Managenent on a need-to-know basis, by submtting a nenorandum
to the | ocal PSO

(2) Government agencies that, by law, are authorized to have such
i nformation.

b. Additional information on tinekeeping and | eave information is
avai l abl e by contacting the NAWCWPNS PSO.

c. Tinekeeping classes are offered through the NAWOWPNS PSO.

The PSO will al so provide tinmekeeping classes directly to requesting
conpet enci es.
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